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INTRODUCTION

This document is for Consultant and State Employees responsible for the production or review of
digital contract plans, specifications, supplemental contract documents, and contractor submittals.
This document covers the development, review and commenting, and submission of digitally
signed contract plans in PDF format including revisions, the delivery of specifications in
Microsoft Word format, the delivery of supplemental contract documentation in PDF format, and
the delievery of contractor submittals in PDF format. This manual also includes sections on the
usability of these PDF documents.

Questions or inquiries regarding the subject matter can be forwarded to the following contacts:

William Pratt P.E.

Transportation Principal Engineer
AEC Applications
william.pratt@ct.gov
860.594.3320

Bruce Bourgoin P.E.

Transportation Supervising Engineer
AEC Applications
bruce.bourgoin@ct.gov
860.594.2760

Mathew Calkins
Transportation Engineer
AEC Applications
mathew.calkins@ct.gov
860.594.2988
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DEFINITIONS

ACD — The attribute applied to a revision requested by the Processing unit to an ADP discipline
subset.

ACD?2 — The attribute applied to a revision requested by the Processing unit to an ACD discipline
subset.

ADP — The attribute applied to an Addendum discipline subset.

DCD - The attribute applied to a revision requested by the Processing unit to an FDP discipline
subset.

DCD2 — The attribute applied to a revision requested by the Processing unit to a DCD discipline
subset.

Discipline Subset — A multi-page PDF document that includes all the contract plan sheets for a
discipline. Example would be all the structures sheets would be packaged in (1) multi-page PDF
document.

DCO - The attribute applied to a design initiated change order discipline subset.

DPD Manual — Digital Project Development Manual.

Engineer of Record — The engineer’s digital signature that is applied to the discipline subsets.
For CTDOT staff this would be the Principal Engineer.

FDP —The attribute applied to a final design plans discipline subset.
FIO — The attribute applied to a “for information only” discipline subset.
FPL — The attribute applied to an advertised FDP discipline subset

Project Manager — Lead designer on the project. For CTDOT staff this would be the TE 3 or
Supervisor of the lead discipline or consultant liaison TE3 or Supervisor.

Projectwise - CTDOT is currently using Bentley’s ProjectWise as a data management software
for digital projects. Projectwise allows the CTDOT, and authorized business partners to access its
data anywhere internet access is available. Projectwise shall be used by all consultant engineers
delivering digital contract documents.

STD — The attribute applied to the “CTDOT Standard Drawings” discipline subsets.

WDP — The attribute applied to working drawing submittals. This includes the plans,
calculations, or any supplemental documents in the submittal.

WDP2 — The attribute applied to a revised WDP submittal.
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Section 1 Digital Contract Plans,
Specifications, and Supplemental
Contract Documents

1.1 Final Design Document Deliverable

The following contract documents shall be submitted into Projectwise when delivering a digital
project, see Section 3 of this document for submittal procedures for the above documents: For
CTDOT designed projects each discipline is responsible for uploading their documents into
Projectwise.

e Contract Plans

e Contract Specifications

e Supplemental Contract Documents - Include but not limited to the following:
o CE Design PW Checklist

Proposal Estimate, with signed checklist

Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter

Environmental Permits

DBE/SBE Approval with percentage

Commitment list

Agreements

Proprietary Item Approval

Standalone Transportation Management Plan Document, taken from the final

design report

OO0 O OO O OO O0oOO0oOO0OO0o

1.2 Requesting a Digital Project

The following fill able PDF form must be completed and returned to AEC applications by State
Design or CTDOT Consultant Liaison personnel to request a digital project: Project\Wise Project

Request Form

1.3 Prerequisites and Policies

1. All contract plans prepared by a CT licensed Engineer or CT licensed Architect shall be
digitally signed in accordance with this manual. All contract plans, specifications, and
supplemental contracts documents will only be accepted by the CTDOT if they meet all
the requirements of this manual. Approval for additional development and testing of
digital documents and procedures shall come from the CTDOT Office of Quality
Assurance.

2. Digital contract plans, in the following stages: Final Design Plans (FDP), Design
Completion Data (DCD), Addenda, Addenda Completion Data (ACD), Design Initiated
Change Order (DCO), and Working Drawing (WDP) shall be digitally signed in
conformance with this manual.

a. Digital signatures must meet the requirements of Adobe’s Certified Document
Services (CDS).

b. CDS, and CDS vendor information is provided at the following
website: http://www.adobe.com/security/partners_cds.html

3. After contract plans have been advertised, the digital signature is not allowed to be
removed.



http://www.ct.gov/dot/lib/dot/documents/aec/ce_design_checklist.pdf
http://www.ct.gov/dot/lib/dot/aashto/estimator/estimator_checklist.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_project_request_form.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/projectwise_project_request_form.pdf
http://www.adobe.com/security/partners_cds.html

Issued 1-2012

4.

5.

S

10.

11.

4.

Standard Computer Aided Design (CAD) Applications shall conform to those listed

here http://www.ct.gov/dot/digitaldesign.

Use of digital signatures not conforming to the requirements of this manual must be
approved by both the Office of Quality Assurance, and the Office of Legal Services.
This manual is designed to be used with the latest CTDOT Digital Design Environment.
Digital Contract Specifications shall be prepared in accordance with the Departments
policies and procedures for Contract Development.

Supplemental contracts documents shall be submitted digitally in PDF format. See
Section 3.2.8 for supplemental contract document list and submission procedures.

The Consulting Engineer acknowledges and agrees that Contract Plans submitted using
the [Digital Submission Procedure set forth in this Manual] has the same force and effect
for the purposes of the Consulting Engineer’s agreement with the State as a signature and
seal of a Connecticut Licensed Professional Engineer or Architect as set forth in § 20-
300-10 of the Regulations of Connecticut State Agencies or § 20-293 of the Connecticut
General Statutes, as applicable. Nothing in this DPD Manual serves as an authorization
for, or endorsement of, the use of this [Digital Submission Procedure] generally by the
Consulting Engineer, its subcontractor(s), or any Connecticut Licensed Professional
Engineer or Architect with respect to other work it performs for the State or work it
performs for other clients.

Version 9.0 of Adobe Acrobat was used in the production of all figures and procedures in
this manual.

When on call consultants are used for CTDOT projects, the title sheet shall be digitally
signed by CTDOT following the procedure in Section 2.6.1 of this manual.

1.4 Format

Digital contract plans (preliminary, semifinal, FDP, etc.), working drawing plans and
shop drawing plans shall be in PDF format; PDF Plans must be sized either 36” x 24” for
projects created before 6/2007 and sized 34 x 22” for projects created after 6/ 2007; PDF
plans shall be measurable to scale in the PDF; PDF plans shall be able to be printed to
paper and scaled appropriately; text must be searchable; and all levels must have the
ability to be displayed on or off, unless approved otherwise. All information on the
digital contract PDF plans shall have been created from MicroStation or an approved
alternate. The only information that shall be added to the plans using a PDF editing
software are as follows:

a. Sheet numbers (see Section 1.6.2)

b. Page labels (see Section 1.7)

c. Watermark (see Section 2.4)

d. Any digital signature fields (see Section 2.5)

e. Digital Signature (see Section 2.6)

Contract plans shall be grouped, by discipline into individual PDF files called discipline
subsets; examples: 01_General, 02_Revisions, 03_Highway, 04_Bridge, etc. See Section
1.11 & 1.12 for more examples of discipline subsets.

Plans For Information Only (FIO) shall be submitted digitally, in individual subsets
based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc.
These subsets do not require a digital signature, but each sheet in the subset shall be
labeled; “For Information Only”. The subset numbers shall be selected by the lead
designer so that the FIO subsets are last. Each sheet shall be numbered correctly, see
Section 1.6.2.  Upload and attribute in accordance with Section 3.2.

Utility drawings shall be submitted in accordance with the following:

a. Utility plans For Information Only (FIO) shall be submitted in a utility subset
based on the utility company, AT&T subset, CL&P subset, etc. These subsets do
not require a digital signature, but each sheet shall be labeled; “For Information
Only”. FIO utility subsets shall be numbered so that they are the last subsets.
Example Labels; 10 CL&P_FIO, 11 _AT&T _FIO



http://www.ct.gov/dot/digitaldesign
http://www.ct.gov/dot/cwp/view.asp?a=3886&q=382824
http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664
http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664
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16.

17.

b. Utility company designed plans that include work being done by the States
Contractor shall be submitted in a utility subset based on the utility company,
AT&T subset, CL&P subset, etc. These subsets do not require a digital
signature. Example Labels; 10 CL&P, 11_AT&T

c. Utility plans that are designed by Utility or State Consultants firms that include
work being done by the States Contractor shall be submitted in a utility subset
based on the utility company, AT&T subset, CL&P subset, etc., and shall be
digitally signed in accordance with this manual. Example Labels; 10_CL&P,

11 AT&T
See Section 3.2 for uploading and attributing Utility Plans. See Section 1.11 & 1.12 for
more examples of discipline subsets.
CTDOT Standard sheets shall also be delivered digitally. For each project always
download the standards from the CTDOT website to insure the most recent standards are
included in the project. The workflow Assembling CTDOT _Standard_Sheets.pdf
explains how to obtain, create standard sheet subsets, and insert them into a digital
project. For submission of CTDOT Standard Sheets, see Section 3.2.
The first and second subsets in the project must always be the 01_General and
02_Revisions respectively. The Project Manager is responsible for determining the order
of all other discipline subsets, Sections 1.11 and 1.12 show examples.
Discipline subsets shall contain a maximum of 150 sheets.
Discipline subsets shall be published directly from a CAD application. Scanned images
or raster image formats will not be accepted.
Footers, displaying the sheet number, shall be placed on each page of each PDF subset.
See Section 1.6.2, “Sheet Numbering”
Each subset shall contain bookmarks; one for each page. Figure 1 displays an example of
bookmarks. See Publishing_MicroStation _Content to PDF_Format.pdf for more
instructions.
a. Figure 1 also displays examples of subgroup folders. While publishing,
subgroups may be created to contain similar sheets. See
Publishing_MicroStation_Content_to PDF_Format.pdf for more instructions.
Levels with the appropriate CTDOT names shall have the ability to be displayed on or off
within the PDF document.
The first page of the subset 01_General shall be the CTDOT digital project title sheet
which includes an index of the subsets contained within the project, sheet count totals for
all subsets, a list of drawings for the 01_General Subset, and an area(s) reserved for
applying the digital signature(s).

Link to digital title sheet:

Digital Title Sheet
CTDOT engineers can find the digital title sheet in the seed files on our W: drive.
The 01-General subset shall include all detailed estimate sheets.
The 02_Revisions subset must be included in each digital project and there shall only be
(1) revisions subset.
Subset 02_Revisions shall contain only revision sheet(s), titled “Index of Revisions”, See
Section 4.3. These revision sheets are used for tracking all sheet changes due to addenda
and design initiated change order (DCQO) with respect to the entire project. These sheets
are originally blank and unsigned, and shall be managed and updated as needed by the
Project Manager. The CTDOT Revision Contract Sheets can be obtained here:

CTDOT Designed Projects - 02-Revisions Subset

Consultant Designed Projects - 02-Revisions CE_Subset
The first page of each subset shall be a subset cover sheet. This cover sheet shall contain
both; an index of drawings contained within the subset that includes both drawing
numbers and drawing titles and the form field place holder(s) which receives the digital
signatures. The following cell has a table for the index of drawings and the digital
signature cell place holder BDR_Discipline_Cover Sheet cell. See figure 1 for an
example.



http://www.ct.gov/dot/lib/dot/documents/deng/2007_using_standard_sheets.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/Publishing_Microstation.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/Publishing_Microstation.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/ct_cgr_cps_proj_numb_titlesheet.zip
http://www.ct.gov/dot/lib/dot/documents/aec/02-revisions_ctdot.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/02-revisions_ce.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/bdr_discipline_cover_sheet.zip
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18.

19.

20.

21.

Digital Contract Specifications shall be submitted in MS Word format and in accordance
with the Departments policies and procedures for Contract Development. CSI special
provisions shall be submitted in pdf format.
a. For projects where a consultant is the Project Manager on the project, the
Specification and CSI special provisions submittals shall be submitted in (1)
zipped folder, see section 3.2.6.
b. For projects where a CTDOT design unit is the Project Manager on the project,
the Specification and CSI special provisions shall be submitted in individual
zipped folders per discipline, see section 3.2.6.

c. Design Initiated Change Orders shall be place in (1) pdf document, with “C#”
and the date in the header. An example would be “Rev. C1 - mm/dd/yy”.
Supplemental documents shall be 8.5” x 117 pdf documents, except the proposal estimate
which shall be in “.est” format. Documents that require signatures may be scanned with
a minimum resolution of 200 dpi, and size = 8.5”x11”. These documents do not need to

be digitally signed.

As-built information shall be digitally applied to the contract subsets by District
Personnel after the job is complete using Adobe Acrobat Professional or Bluebeam. See
section 4.5.

Working Drawing calculations shall be in (1) pdf document with a page size of 8.5” x
117 and be digitally signed in accordance with Section 2.6. Any supplemental documents
that are included in the Working Drawing submittal shall be 8.5 x 11 pdf documents.
Documents that require signatures may be scanned with a minimum resolution of 200
dpi, and size = 8.5”x11”. These documents need to digitally signed in accordance with
Section 2.6.

Using a discipline subset format streamlines both the development of contract plans and the
administration of the plans during preliminary design, FDP, DCD, Addenda, DCO and As-Built
submissions. Moreover, it also leverages the ability to digitally sign the individual discipline
based contract plan subsets per designer.

4 semaese

: Bookmarks
> / Index of Drawings

e

03-Highways
INDEX OF DRAWINGS

Digital Signature form
field place holder
with digital signature

Figure 1 Discipline Subset Bookmarks, Index of Drawings, & Signature fields

See Section 2.5 for digital signature form field place holder cells.


http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664
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1.5 File Naming

1.5.1 Contract Plans (discipline subsets)

The file name shall match the discipline subset name. For example, the 02_Revisions subset shall
have the file name 02_Revisions.pdf. However, this name will change during the uploading and
attributing of the file into Projectwise. See section 3.2 Project DataTransmission.

1.5.2 Specifications

FDP and Addendum

These specifications shall be individual word documents placed in a zipped folder. CTDOT
processing shall combine all specifications into (1) PDF document and upload this into
Projectwise. See section 3.2.5.

Design Initiated Change Orders
These specification(s) shall be packaged in (1) pdf document and uploaded into projectwise. See
section 3.2.5.

1.6 Contract Plan Drawing and Sheet Numbering

1.6.1 Drawing Number

The drawing number is used primarily for sheet to sheet referencing, typically in, but not limited
to; section details, section cuts, and detail callouts. Drawing numbers in digital contracts shall
consist of the discipline designator followed by a hyphen and the sheet number. The discipline
designator shall remain constant across each discipline subset. For example; a highway subsets
discipline designator shall be “HWY?, therefore any sheets in the highway discipline subset
would contain the following drawing numbers; HWY-01, HWY-02, etc.

Discipline subsets can be as broad or specific as the Project Manager would like. An example
would be the highway sheets can be split out into multiple subsets. They can place all the profiles
in one discipline subset where the drawing number would be PRO - ## and they can place all
cross sections in another discipline subset, where the drawing numbers would be XSC - ##.

The CTDOT efficiently maintains the drawing numbers in MicroStation using the model
properties and project explorer, See the following workflow Project Explorer to Manage Drawing
Numbers

The first sheet in a discipline subset shall have “01” in the drawing number as shown below:

TOWN: PROJECT NO.

STONINGTON/GROTON | 137-153

DRAWING NO. "’>

DRAWING TITLE: < HWY-01
[SHEET NO. __— |

PLAN SHEET

Figure 2 Contract Drawing Numbering

10
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1.6.2 Sheet Numbers
Sheet numbers are applied to the discipline subset after the contract plans are published to PDF.

Sheet numbers shall be managed and placed on the discipline subsets, using the header and footer
tool within Adobe Acrobat or Bluebeam. Sheet numbers shall be applied to all submissions of
contract plans.

The first sheet in every subset shall start out at 1. For example the first sheet in the 03-Bridge
subset shall be 03.01.

The sheet number place holder shall be determined by the total estimated sheet count. For less
than 100 sheets two place holders is adequate. For greater than or equal to 100 sheets three place
holders are necessary.

The sheet number must be placed correctly because it is used to correctly assemble the contract
plans into a properly ordered consolidated set.

Sheet numbers for an Addendum need to have “. A##” at the end and Change Orders need to have
a “.C##” at the end (see section 4) and Working drawings need to have a “.WD” at the end (see
section 6).

Single Volume Projects:

The sheet number, for single volume projects shall be a concatenation of the discipline subset
number, a decimal point, and the sheet number. For example; the sheet numbers for subset “4”
would be as follows; less than 100 sheets 04.01, 04.02, 04.03, etc or Greater than 100 sheets
04.001, 04.002, 04.003 etc.

The Project Manager should determine the total number of subsets and give each discipline their
corresponding subset number, see section 1.11.

Multi Volume Projects:

For a multi volume project the sheet number shall be a concatenation of the volume number, a
decimal point, the discipline subset number, a decimal point, and finally the sheet number.
Example: Volume 2, Subset 5; 02.05.01, 02.05.02, 02.05.01.

Volume numbers shall be used on large projects. They are effective because the Project Manager
only has to deliver to the other engineers their perspective volume numbers, allowing them to
manage their subset numbers independently of the other discipline volumes and subset counts, see
section 1.12.

11
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Subsets numbers shall start at 01 for all volumes.

Created in Microstation

AN

:STONINGTON/GROTON\ 1 -
wy-o1]’

DRAWING TITLE; Created in Adobe or
Bluebeam in the footer \ W——\
PLAN SHEET 03.01 D
—

Figure 3 - Drawing and Sheet Numbering
1.6.2.1 ADOBE - Applying Sheet Numbers

The following workflow gives an example of placing sheet numbers on a single volume project
on the ‘03” subset that contains fewer than 100 sheets. The sheet numbers are added using the
Header and Footer tool in Adobe Acrobat.

1. From Adobe Acrobat select “Document/Header & Footer/Add”
2. Place the sheet numbers on all sheets, as shown below.

12
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Add Header and Footer rg|
Saved Settings: Save Settings...
Font Margin (Inches)

Nl verdraid D50 W /‘i“”o
Appearance Options... \ * lei: |1 S Righ

Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text
‘ Insert Page Number . Insert Date Page Mumber and Date Format...
Preview
Preview Page |1 @] of 17 ‘ Page Range Options. ..
b Y

Type in the subset number "03."
then select insert page number

=—merr— s =

Select
\® Apply to Multiple ] [ Cancel ]

Figure 4 Sheet Numbering

After placing all the sheet numbers, sheets # 1-9 need to be updated to include a zero in front
of them, so these sheets have the correct number of place holders.

3. Select Header & Footer>Update. Follow the figure below for inserting the zero on pages
1thru9.
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Update Header and Footer ‘il
Saved Settings: | w | Delete Save Setlings...
Font Margin (Inches)
Mame: | Verdana Bold V| Size: |16 i | @ @ Top: I[J.S % Bottom: ID.Q £
Appearance Options. .. Left: Il % Right: ID.B g
Left Header Text Center Header Text Right Header Text

(1) Insert a "0"|before |
Left Footer Tex't.<<1 >>" Center Footer Text \ LeETE
‘ |D3.D=:=:1:=> >

Page Mumber and Date Format. ..
Preview
Preview Page ll— &l of 17 Pane Range Options. ..
| /,'
Page Range Options X (2) Select

) all Pages

.€ EESPagesfrorn: |1_: o Ig__:__ (3) Change to pages
™ Subset: | Al pagesin range v — ™

[ oK ][ Cancel ]

=] TERET P )

(4) Select —b@ ]

Figure 5 - Inserting Sheet Numbers

For discipline subsets with over 100 contract plan sheets, steps 1-3 will have to be done three
times because there is no way to label sheets 1-99 with the correct number of place holder (zeros),
consecutively. To label the sheet numbers correctly, the following three steps must be followed:

1. All sheets are given sheet numbers.
2. Sheets 1 thru 99 are updated to sheet numbers 01 thru 099.
3. Sheets 1 thru 9 are updated to sheet number 001 thru 009.

1.6.2.2 BLUEBEAM - Applying Sheet Numbers

Section 1.7 should be followed before the sheet numbers are applied. We will be able to apply
the page labels as the sheet numbers.

1. From Bluebeam select “Document>Header & Footer”

2. Place the sheet numbers, as shown below:
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Header and Footer

Save Seftings |SHEET NUMBERS v | Save... |

Fant

ﬂ Verdana

v||16 v|@| ' u - Bottom: .
: A 1.10 |2

Margins (Inches)

Right:

: - w
Header and Foater I
Header Left Center Right

Footer Left

\

Sa

<<Pagelabel=>

Insert: [ Page Number ] [ Date ] [ Bates Number {L File Data J b

Figure 6 -

1.7 Page Labels

Page labels are required to be changed to match the sheet number on the contract sheets. The

page labels are used by a consolidation software to combine all the Final plans, Addendum plans,
and change order plans into one set.

TUmE-1 7 TA0RT Foehire

Insert sheet Numbers

15

Preview
------- B iy temto Insert: | FilaName v .;l .
iy Nices S b+ Select save settings
fodya Fam S ey -
- Qzrme—— |} aftell the page label
5 ! Beeesss p
b “H  is ipserted.
| Project 5 i
-C-D """ r?"' """"""""""""" Revisar b 11: """""""" gh
- ht |
265600 Bxterior Light 4 < P M Pages Range (1-104) "
(AddFies ][ Dokt ] (N == ¥
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1.7.1 ADOBE - Page Labels

This example shows the page labels for the 03 subset that has over 100 pages. The page labels
must match the format of the sheet numbers.

1. Inthe Pages (thumbnail) pane, right click and select Number Pages.

2. Page label sheets 100-104 using the figure below.

Page Numbering

Pages

Oall
) selected

@From: I:l[JD Ta: |104 of 104 )

Mumbering

(%) Begin new section

Style: 1,2,3, ...

v
Prefix: |D3-
Start: |

() Extend numbering used in preceding section to selected pages

Sample: 03,100, 03,101, 03,102, ...

[ OK ] [ Cancel

Figure 7 - Page Labeling

3. Page label sheets 010-099 using the figure below:
Page Numbering E|

Pages

Coall
() Selected

@me: jio Ta: |29 0F03.104[104})

Mumbering

@ Begin new section

style: [1,2,3, ... v|

Prefix: ID3.D

Start: 10

(") Extend numbering used in preceding section to selected pages

Sample: 03.010, 03.011, 03.012, ...

[ oK ] [ Cancel

Figure 8 - Page Labeling

4. Page label sheets 001-009 using the figure below:
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Page Numbering E

Pages

Oal

) Selected
(@From: |1 To: |9 of 03,104 (104) )

Mumbering

@ Begin new section

Styler | 1,23, ... v|

Prefix: |D3.[JD
Start: |1

() Extend numbering used in preceding section to selected pages

Sample: 03.001, 03,002, 03.003, ...

[ OK ] [ Cancel

Figure 9 - Page Labeling

1.7.2 BLUEBEAM- Page Labels

This example shows the page labels for the 03 subset that has over 100 pages. The page labels
must match the format of the sheet numbers.

1. In the thumbnail pane, right click and select Number Pages.

2. Page label sheets 001- 009 using the figure below.

Page Numbering and Labeling

Syle: (1,23, . v/

Prefic:  |03.00 |

Stat: |1 =
Page Range

CF’ages | v|of'|)

Figure 10- Page Labeling

3. Page Label sheets 010-099 using the figure below:
Page Numbering and Labeling

Numbering
Syle: (1,23, v|
Prefic:  [03.0 |
Stat: 10 =]

Page Bange

Pages o | of 1

Figure 11 - Page Labeling
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4. Page label sheets 100-104 using the figure below:

Page Numbering and Labeling

Mumbering

Style: 1,23 .. A

Prefix: 03.
Start: 100

¥

Page Range

CPages w ufD

Figure 12 - Page Labeling

1.8 CTDOT For Information Only Sheets

Plans provided For Information Only (FIO) shall be submitted digitally, in individual subsets
based on the entity providing the information, Amtrak, CL & P, AT&T, Designer etc. These
subsets do not require a digital signature, but each sheet in the subset shall be labeled; “For
Information Only”. These sheets shall be numbered in accordance with section 1.6.2.

The subset numbers shall be selected by the Project Manager so that the FIO subsets are last. See
Section 3.2 for uploading and attributing FIO Plans. See Section 1.11 & 1.12 for more examples
of discipline subsets. Information only sheets may be scanned, but must conform to the following
specifications; Minimum Size 22”x34”, Minimum dpi = 300.

1.9 CTDOT Standard Sheets

Standard sheets shall also be delivered digitally. The workflow

Assembling CTDOT _Standard_Sheets.pdf explains how to obtain, create standard sheet subsets,
and insert them into a digital project. For submission of CTDOT Standard Sheets, see section
3.2

1.10 Contract Plan Sheet Publishing

CTDOT currently uses MicroStation V8i Print Plot and Print Organizer to publish contract plans
to a PDF format.

The workflow Publishing_MicroStation_Content_to PDF_Format.pdf shows the fundamentals
of publishing contract plans to PDF from MicroStation.

1.11 Example: Typ. Single Volume Digital Contract

Single volume digital contracts are used when each discipline or consulting firm designing the
project is responsible for 3 subsets or less. The following is an example of a single volume
project. Note: The first and second subsets shall always be 01-General and 02-Revisions. The
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03 subset does not always need to be 03-Highways, the 04 does not always need to be 04-
Structure, etc. The FIO subsets shall be placed at the end of a project right before the STD
subsets.

Label File contents
(Discipline Subset) (but not limited to)
Title Sheet
01-General Detail Estimate Sheet
Etc

Index of Revisions Sheets
02-Revisions

Index of Plans Boring Logs
Survey Data Highway Plans
Alignments Breakout Drainage
. ROW Highway Profile
03-Highways** Typ Sections Highway X-
Misc Details Sections
Intersect Grading Landscape Plan

Wetland Mitigation

Index of Drawings

All Structure Sheets

04-Structure Note: Multiple subsets may required for multiple
Sites

Ex: 04_Structure_Br.No0.1266

Index of Drawings
Signing

Pavement Markings
MPT

Traffic Signal Plans
Etc.

05-Traffic

Index of Drawings
All Environmental Compliance Sheets required

06-Environmental

07-"Utiltiy” Utility Design plans. For example 07_AT & T,
07_CL & P, 07_MDC, etc.
08-CL&P FIO*** CL & P For Information Only plans
09-AT&T FIO*** AT & T For Information Only plans

* CTDOT Highway Design Standard Index and

TDOT High D
CTDOT Highway S Sheets required

CTDOT Traffic STD * CTDOT Trgﬁic Engineering Standard Index and
Sheets required

Figure 13 Typical Highway Project Discipline Subset Contents

* For using CTDOT Standard Sheets see 1.5 CTDOT Standard Sheet Assembly

** |f a discipline has to be broken up into more than one subset See Section 1.11 for splitting up
the discipline subsets.

*** For Information only discipline subset shall be submitted as individual pdf files based on the
entity providing the information only.

1.12 Example: Multiple Volume Digital Contract

Multiple volumes are used if the project has 1 or more of the following characteristics:
1. The majority of the discipline/firm designers are responsible for more than 3 subsets
each. This allows the individual designers to number their subsets independently of the
other disciplines.
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2. There are multiple sites on the project. Splitting these sites up into volumes will provide
better organization of the project.

The larger the project is, typically the more subsets will be required and their labels will be more
specific.  The Project Manager will need to organize the discipline volumes. The subsets shall
be split up by volume and each volume shall be controlled by its assigned designer. For example,
all the subsets designed by the highway designer shall be in the same volume (02) and each
subset shall have a unique subset number. For example, see subset 02.02_Alignments and
02.03_Plans as shown below.

Label File contents Designer/
(Discipline Subset) (but not limited to) Firm
01.01-General Title Sheet, Detail Estimate Sheet Etc Lead
01.02-Revisions Index of Revision Sheets Lead
01.03-Wtind Re-establish Wetland Reestablishment plans Designer 1
01.04-Stg Acc. Staging and Access Plans Designer 1
02.01-Typ Sections Typical Sections Designer 2
02.02-Alignments Alignment Geometry Designer 2
02.03-Plan Plans Designer 2
02.04-Profiles Profiles Designer 2
02.05-ROW Brk Right of Way Breakout Designer 2
02.06-Drain Drainage Plans Designer 2
03.01-Retaining Wall 1 Retaining wall details Designer 3
03.02-Retaining Wall 2 Retaining wall details Designer 3
03.03-Bridge 00456 Bridge_456 Designer 3
03.04-Bridge 01983 Bridge_1983 Designer 3
03.05-Bridge 01984 Bridge_1984 Designer 3
04.01-Stage 1 Stage Construction Details 1 Designer 4
04.02-Stage 2 Stage Construction Details 2 Designer 4
04.03-Stage 3 Stage Construction Details 3 Designer 4
05.01-SPM Signing and Pavement Marking Site 1 Designer 5
05.02-SPM Signing and Pavement Marking Site 2 Designer 5
05.03-SPM Signing and Pavement Marking Site 3 Designer 5
06.01-IMS IMS Plans and Details Site1,2,3 Designer 6
07.01-Env 1 Environmental Details Site 1 Designer 7
07.02-Env 2 Environmental Details Site 2 Designer 7
07.03-Env 3 Environmental Details Site 3 Designer 7
08.01-"Utiltiy” gtgt;:)?D_e'\s/llgrépleetrgs For example 07_AT & T, 07_CL Designer 8
09.01-CL&P FIO CL & P For Information Only plans Designer 8
09.02-AT&T FIO AT & T For Information Only plans Designer 8
CTDOT Highway STD * CTDOT Highway Design Standard Index and Designer 1
Sheets required
CTDOT Traffic STD * CTDOT Traffic Engineering Standard Index and Designer 5
Sheets required

Figure 14 — Multiple Design Firms CTDOT Project Subsets

Label File contents Designer/
(Discipline Subset) (but not limited to) Firm
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01.01_General Title Sheet, Detail Estimate Sheet Etc Lead
01.02_Revisions Index of Revision Sheets Lead
01.03_Wtind_Re-establish Wetland Reestablishment plans Designer 1
01.04_Stg_Acc. Staging and Access Plans Designer 1
02.01_Typ_Sections Typical Sections Designer 2
02.02_Alignments Alignment Geometry Designer 2
02.03_Plan Plans Designer 2
02.04_Profiles Profiles Designer 2
02.05_ROW_Brk Right of Way Breakout Designer 2
02.06_Drain Drainage Plans Designer 2
03.01_Branford_Station Branford Station Designer 2
03.02_Retaining_wall_2 Retaining wall details Designer 2
03.03_Architectural Architectural Details Designer 2
03.03_Mechanical Mechanical Details Designer 2
03.03_Electrical Electrical Details Designer 2
04.01_Guilford Station Guilford Station Designer 2
04.02_Architectural Architectural Details Designer 2
04.03_Mechanical Mechanical Details Designer 2
05.01_"Utiltiy” ztgt;:)?D_el\s;:grépgrgs For example 07_AT & T, 07_CL Designer3
06.01_CL&P_FIO CL & P For Information Only plans Designer 1
06.02_AT&T_FIO AT & T For Information Only plans Designer 1
CTDOT_Highway_STD *CTDOT Highway Design Standard Index and Designer 1

Sheets required

* CTDOT Traffic Engineering Standard Index and Designer 2

CTDOT_Traffic_STD

Sheets required

Figure 15 - Multiple Site CTDOT Facilities Project Subsets
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Section 2 Digital Signatures for
Contract Plans

This manual refers to digital signatures in two ways: certifying signatures, and signing signatures.
The Engineer of Record will always digitally sign using a visible certifying signature. If multiple
signatures are required per document, the sub-engineers shall always digitally sign using a visible
signing signature after the primary engineer has applied his certifying signature. Certifying
signatures allow controlled changes, to the now certified document. These controlled changes
include; allowing PDF digital comments, and the application of additional signatures. Signing
signatures should always be accompanied by a note listing the sheets the signer is responsible for
within a subset. For more information regarding digital signatures see Adobe’s Digital Signature
User Guide dated March 29",

2010. http://learn.adobe.com/wiki/download/attachments/52658564/acrobat_reader _security 9x.

pdf?version=1

In order to digitally secure a PDF document the signer(s) applies a digital signature(s) to only the
first sheet of each discipline subset(s), regardless of the number of pages the subset contains. This
single digital signature secures the entire document.

A graphic image of the signer’s signature must be created, and shall be used for the following two
purposes. First, it shall be attached to the digital signature and displayed when the digital
signature is applied. Second, it shall be placed as a watermark on all sheets a particular engineer
of record is responsible for, and is digitally signing. The watermark shall be placed on all sheets
in a working drawing submittal.

A digital ID must be purchased in order to apply a digital signature. Digital ID’s must meet the
specifications of Adobe’s Certified Document Services (CDS). The necessary hardware and
software needed to apply the required digital signatures may be purchased from the vendor list
provided at the following website: http://www.adobe.com/security/partners_cds.html, additional
information on Adobe’s CDS is also available at this website.

2.1 Graphic Image of Signhature

The following figure displays an example of both a state designer and a consultant designer’s
digital signatures, and their accompanying graphic image(s) of their signature(s).

The consultant engineer’s graphic image must contain his companies name and address; his
signature, his Professional Engineers stamp, or his Professional Architecture Stamp. The state
employee’s graphic image must contain only his signature. See Below.

TRAFFIC - LEGENDS &
LIST OF DRAWINGS

=-5| 1% page of Subset

- State Design
Digital Signature

- Consultant
SpePez. | Digital Signature

0110524
1454 05000

Scanned Signature "Graphic Appearance"

Figure 16 - Graphic Image of Signature
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Although discipline subsets requires only one digital signature applied to the first page to
complete the certification process and ensure security; the CTDOT also requires that all
subsequent pages be watermarked with a copy of the engineer of records graphic signature before
they are digitally signed. Watermarks containing these signatures are applied using Adobe
Acrobat or Bluebeam and are always placed in the border as shown. This is to prove validation of
a digital document if printed.

Watermark of State Design Graphic Signature

ot j SCA

, K
r é ! OFFICE OF El@hﬁ N

ATIQN [ e o
Hitoar o Hin )
\/

Watermark of Consultant Designers
Graphic Signature

Figure 17 - Watermark

2.2 Creating Graphic Image of Signature:
2.2.1 CTDOT Staff:

The graphic signature of CTDOT employees shall consist of only their signature; P.E. stamps are
not required.

The following CTDOT employees need to create graphic images of their signatures: Principal
Engineer (required to digitally sign plans), Manager of State Design, and the Engineering
Administrator. CTDOT graphic signatures shall be created as follows:

Signer must sign a blank piece of paper.

Scan this signature.

Crop the image so that the image is approximately 300 pixels wide by 100 pixels high.
Save the images, in PDF if using Adobe or in Tiff if using Bluebeam, to an area on your
PC and send the file to AEC applications.

12 30—

Figure 18 (Example of CTDOT Graphic Image of Signature — Used with Digital Signature and as a Watermark)

ropndE
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2.2.2 For Consultant Staff:

Consultant Engineers shall create two different graphic signature images: one that shall

accompany their digital signatures and a different one that shall be placed as a watermark on all
the sheets the designer is signing for.

This section shows an example of a Professional Engineer preparing their graphic image of their
signature; Architect’s shall follow this section when they are preparing their digital signature.

The graphic signature that shall accompany the digital signature needs only to include the
designer’s signature and P.E. Stamp. , and shall be created as follows:

Stamp and Sign a blank piece of paper.

Scan this signature.

Crop the image to approximately 250 pixels wide by 250 pixels high.

Save the image, in PDF if using Adobe / in Tiff if using Bluebeam, to an area on your PC
or server, where you can easily access it for later use in the signature set-up procedure.

Eall A

Figure 19 ((Example of Consultant Engineer Graphic image of Signature — Applied to 1* page only with digital signature)

In addition to the designer’s signature and P.E. Stamp, the graphic signature that is placed as a

watermark shall also include the designer’s company name and address, and shall be created as
follows:

On blank paper — Print company name and address.

Place P.E. stamp next to company name and address.

Sign P.E. Stamp.

Scan the image created in steps 1 thru 3 above.

Crop the image to approximately 500 pixels wide by 250 pixels high.

Save the image, in PDF if using Adobe / in Tiff if using Bluebeam, to an area on your PC
or server, where you can easily access it for later use in the watermarking procedure.

\““”"II
\\2’\03_99’.‘{"%1’/,, Consultant Co. A
s:“.’.ys‘ P”""»\’Oc(— Address

el

SR
= =z W
R s . o

ocouhrLNOE

1/ oA THO~ \’L/V/‘A\'/
Figure 20 (Example of Consultant Engineer Graphic image of Signature —applied to all pages as a watermark)

Once the graphic images have been properly created and saved, the digital signature appearance
preferences must be set as follows:
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2.3 Setting Digital Signature Appearance Preferences:

Once the graphic signatures are created the digital signature appearance settings must be defined
as follows:

2.3.1 Adobe Signhature Appearance

1. In Acrobat, go to Edit > Preferences > Security. Check “Verify signatures when the
document is opened” and uncheck both “View documents in preview document mode
when signing” and “Load security settings from server”.

Preferences

Cakegories:
- v r—Digital Signatures
ommenting =
Documents Iv Werify signatures when the document is opened Advanced Preferences. .. |
Full Screen [~ ¥iew documents in preview document mode when signing
General
Page Display [ Appearance Vo

30 & Multimedia { Mew. .. | ’
Accessibility ( 2) Se I ect /' —

Batch Processing

Catalog Duplicate |
Zolor Management

Convert From PDF [Delete |
Convert To PDF

Farms

Identity

International

Internet —Security Settings

Jawascript [ Load security settings From a server

Measuring {200

—Server Settings
Measuring (300
Measuring (Gea) LRL: I
Multimedia (legacy) . ' =
Multimedia Trust (legacy) Settings must be signed by I.D.Ilcuw Arvy Certificate j
e Document I e Lpdaten
' -
Reading | | Check eversy: Week [amth paate et |
Rewviewing C 2weeks £ 3 Months W Ask before installing
LA rTIT
( Securiby i
sneling P (1) select

Ok Cancel

Figure 21 Preferences

2. Click the “New” button to create your digital signature appearance.
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3. On the next screen, name your appearance and import your graphic signature, either, a
signature only for state employees, or a P.E. stamp and signature, for consultants. In the

configure text selection, make sure Name and Date are checked. Select Ok when
complete.

Configure Signature Appearance

.
i
o=
i

b

oy
=

STl your common name here
=t f 392 your signing reason here
=5 mﬂgg,? 2009.01.2112:52:15

e -05'00"
N

Configure Graphic

Shiow: Mo graphic Import Graphic From:

(¥ Imported graphic [T] )

Configure Text

Sho: Mame [ Location [ bistinguished name [JLogo
Date Feason []Labels

Texk Properkies

Text Direction:  (*3auto (Olefttoright () Right ko left

Digits: | 0123456739 »

[ 4 ] F Cancel

Figure 22 Configure Signature Appearance
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4. In the Preferences Dialog, see figure 17, go to Advanced Preferences. Select options in
each tab in the following figures:

Adobe Default Security |_

Figure 23 Advanced Preferences
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X

Digital Signatures Advanced Preferences

Yerification | Creation |Winu:|n:uws Inkegration |

Default Method to Use when Signing and Encrypting Documents: | Adobe Default Security w |

Include signature's revocation status when signing
Show reasons when signing

Show location and conkack information when signing

Enable Reviewing of Dacument 'Warnings: | Mewer w |

Presvent Signing Until Document Marnings Are Reviewed: | Mewver W |

QK l [ Cancel

Figure 24 Advanced Preferences

Digital Signatures Advanced Preferences

| Verification || Creation | Windows Integration

Enable searching the Windows Certificate Store for certificates other than yours

Trust ALL root certificates in the Windows Certificate Store for the following operations:

Validating Certified Documents

1, If either of these options are selected content from companies that have certificates installed in

Windows may be treated as trusted content. Care should be taken in enabling this feature.

oK l [ Cancel

Figure 25 - Windows Integration
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2.3.2 Bluebeam Digital Appearance

1. Make sure your CDS USB token is inserted into the computer then in Bluebeam go to
Document>Signatures>Digital ID’s:

Edit View Document darkup  Measure  Window  Help

m ™ gR sear ctie S TA N . BT FD!
Signatures Sign Document e- -

Forms } ignature Field

Compare Documents. .. cument. .

Overlay Pages...
Headers & Footers... Digital IDs....

ITUSTEd lOENTUES...

Markup Speling Mistakes. ..

Figure 26 - Digital Appearance
2. Next click on your ID and click Manage Appearances:

Manage Digital IDs (X

[ame Location Status

[E athew Calkins Windows Certfficate Store

Mathew Calkins Appearances

Idertity
Nare: Mathew Calkins |zsued By
Organizaticnal U AEC Starts
Organization Name} CTDOT Expiresl
E-mail Address: «calkins@ct.gov
Country / Region:

| Signatures and ryption [X] Double Click
[ Export. . l Gﬂanage Appearances ... ] ) -

Usage:

\4
. STATE OF CONNECTICUT OFFICE O
Zoalt i tent DEPARTMENT OF TRANSPORTATION (e —
et G T T
p—

Figure 27 - Manage Appearances
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3. Next follow the figure below:

Signature Appearance

Title: |Maﬁ's Signature

Graphic

() None

éé: File |}(:\"u"E_Admin\Dig'rtaI_Signa’[ures_For_Waterrnar| @

Position: (#) Left ) Right ) Background

Tent

———

“_

Type in name

Browse to graphic
Appearance

__ Make sure these

(/& Reason
[ [ Cortact Info
(v Date 2
[] Labels
Font Size: & [v] Aurto
Preview
<Name>
Y4 85— <Reason-
<Date>

-

shown

%EMW *gﬁqﬁ—g;/ settings are like

_— Click

S =21

Figure 28 - Setting the Digital Appearance

4. Now the digital appearance will be saved and can be used to digitally sign.
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2.4 Watermarking Plans with Graphic Image of
Signature

The Engineer of Record (Principal Engineers for State Design), for each discipline, shall place a
copy of their graphic signature as a watermark on each page of each discipline subset, or working
drawing submittal that they are responsible for.

2.4.1 Adobe - Watermarking Plans with Graphic Image
of Signature

=

From Adobe Acrobat select Document> Watermark>Add.

2. Inthe Add Watermark dialog box browse to your graphic signature
(X:\V8_Admin\Digital_Signatures_For_Watermarks)

Adjust Scale Relative to page as shown below.

Adjust position as shown below.

Shall be placed on all sheets, except on the title sheet in the 01-General subset. This
sheet does not need a watermark. See figure below (#5) for selecting page range options.
6. Save settings when complete for future use.

ok w

2.4.1.1 CTDOT Designed Plans

Add Watermark PZ|
Saved Settings: [ Delete ]([ Save Settings... ] * (6) Select Page Range Options...
———————
Source Preview
Preview Page |1 8] ofz
O Text
(2) Select
Font: Size:/ (5) Select
bim = =

G) File  |MIC_Watermark.pdf (3 ) b
Page Mumber: Absolute Scale: f

ppearance

Rotation: () -45° @none (0450 Ocustom o= 3

Opacity: Joojwoow 2
Scale relative to target page  |3%: E

Location: (%) Appear behind page () Appear on top of page

Appearance Options. ..

sition

Vertical Distance: ’ﬁ E |Inches v| from |Bott0m v| *_ (4) SeIeCt

Horizontal Distance: ’ﬁ E |Inches v| from |Center v|
[ QK ] [ApplytoMuIﬁpIe] [ Cancel

Figure 29 Add CTDOT Watermark Dialog
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SIGNATURE/
BLOCK:

PROJECT

OFFICE OF ENGINEERING

APPROVED BY: ——

Add Watermark

Saved Settings:

Source

Figure 30 CTDOT Signature Watermark

2.4.1.2 Consultant Designed Contract Plans

X

Page Range Options. ..

3 Ge===-) 4 (6) Select

O Text

Font:

Preview

Preview Page |1 8] of3

(2) Select (5) Select

1L
1 m
@File  |WSP_PE_Address_A.jpa

Browse...

Page Mumber:

ﬂppearance

Absolute Scale: |

Opacity:

\A earance Options...

Rotation: (O -45° ®none (45 OCustom [0° &

Scale relative to target page  |7% s

Location: (%) Appear behind page

7 Jwow |2

O Appear on top of page

ﬁ_osiﬁon

Vertical Distance: ’E Es

\Horizontal Distance: ’3_ Es

\

Inches w | from |Bottom

Inches v | from |Center

[ OK. ] [ Apply to Multiple ] [ Cancel

Figure 31 Consultant PE Stamp, Company and Address - Watermark Dialog
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NT.S,

—

S[GI\D.TURF;H ECT  TITLE;
BL Wil
A iy,
WoE COMNE Yy, Consultant Co, A
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Figure 32 Consultant Completed Watermark

2.4.2 Bluebeam - Watermarking Plans with Graphic
Image of Signature (CTDOT and Consultant
Designed)

The engineer of record (Principal Engineers for State Design), for each discipline, shall place a
copy of their graphic signature as a watermark on each page of each discipline subset, or working
drawing submittal that they are responsible for. There are two ways to apply watermarks using
Bluebeam, see below for options 1 and 2.

Watermarking Workflow:
Option 1
1. The watermark in Bluebeam is placed using the stamp function. First go to

Markup>Stamp> and then choose your stamp. Your stamp will be in the list after you do
the steps in Section 7.3.

Next Place the stamp in the border on the first sheet

l pr—

Place stamp in this
area in the border

F CONNECTICUT

JF TRANSPORTATION

SLOMATURE!
BLOCK

OFFICE OF CNGINEERING

145 Duck Pan.dgn

APPROVED AY:
L= = L
T R

PROJECT  TITLE:

Figure 33 - Placing Watermark
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3. Next right click on the stamp and select “Apply to all pages”

Delete

Open Pop-Up Mote
Change Colors
Order

Alignment

Edit Action

Flatten

- Comments
Ctrl+shift-+H

Apply to All Pages

Properties

Figure 34 - Placing Watermark on All Pages

If more than one group has to watermark this subset, browse to the pages the other group is
responsible for and delete the watermark. Then they can come in a place their watermark on
these sheets.

4. In Bluebeam a stamp is considered a comment so after all the watermarks have been
placed on the subset, we are going to “flatten” the comments onto the pdf so no one can
delete the watermarks. To do this go to Document>Flatten Markups. Use the default
settings and click OK.
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Option 2
1. The watermark in Bluebeam is placed using the stamp function. First go to

Markup>Stamp> and then choose your stamp. Your stamp will be in the list after you do
the steps in Section 7.3.
2. Go to Document>Apply Stamp

View Document 1orm  Markup Measure  Window Help

BE'f seaty crl+
— |‘.> Signatures

OCR... Cirl+5hift+0

Script...

Figure 35 - Applying Stamps

3. Select stamp, input scale and coordinates, and page range as shown below.
Apply Stamp (%]

Stamp Selection e eC S - m p
XAVE_Admin'Blusbeam Stamps* Traffic ‘
@wck Harlow brx vl
Name:
D |
Author: A X \

Size: 3.77inx0.58in
Date: 10/18/2011 7:23 AM

Blend Mode: |Norrna| {none) Vl Rotation: |0 | Degrees ChOOSE SCﬂ'E and
Opacty: [100 3] % G > 4 position
Pag; Stamp Paek
CE=D) : e
: Inches

K Choose page
\( pFle[1ef1]: State DFEﬁ”Q“@'%ﬁtion”“ OO0

Pages Range (1-36) S D D D [ Lock

Edit Stamp_| [ Add Fies |

Figure 36 - Applying Stamps

4. In Bluebeam a stamp is considered a comment so after all the watermarks have been
placed on the subset, we are going to “flatten” the comments onto the pdf so no one can
delete the watermarks. To do this go to Document>Flatten Markups. Use the default
settings and click OK.
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2.5 Digital Signature Fields

Digital signature fields are form fields created using Adobe Acrobat or Bluebeam, and are used to
house the digital signatures. Digital Signature form fields shall be superimposed onto form field
place holders. The form field place holders are cells that are placed in the MicroStation file on the
title sheet and the subset cover sheets and on any Addendum or Change Order Subset. The figure
below shows a CTDOT designed project with the form field place holders (circled) on the title

sheet and the discipline subset cover sheet.

i3 CONNECTICUT DEPARTMENT OF TRANSPORTATION (]
EDIT FOR .
PROJECT
TITLE
Temote1 /Gy ot
EDIT FOR
TOWNS AND/OR
CITIES

000-0000 |-

## - SUBSET NAME
INDEX OF DRAWINGS

Figure 37 - Digital Signature Fields

The figure below shows a consultant designed project’s title sheet and discipline subset cover

sheet with their form field place holders.

EDIT FOR
PROJECT
TITLE

Townis}City of
EDIT FOR
TOWNS AND/OR
CITIES

& CONNECTICUT DEPARTMENT OF TRANSPORTATION (&) |

I

= oooo-0000 |-

## - SUBSET NAME
INDEX OF DRAWINGS

Place holders determine the location and size of the digital signature form field.

Form field place holding cell library: CT_Digital_Sigs.zip

The digital signature place holder and form fields shall be created on the first page of each

discipline subset for each required digital signature.

All signature form fields need to be created for both certifying and signing signatures before any

digital signatures is applied to the document.
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2.5.1 Adobe - Creating Digital Signature Form Fields

The following work flow explains how to add signature form fields to a PDF document:

1. In Acrobat select forms>Add or Edit Fields

Forms Tools  Advanced ‘Window  Help
@ Skark Form Wizard. ..
E gdt\\;:r Edit Fields. .. Shift+Ctrl+7

L_a Distribuke Forrm, ..
# 1 Compile Returned Forms. .

Manage Farm Daka r
@u Track Farms. ..

v |=| Highlight Fields
Clear Form

CuickBooks k

Figure 38 Manually Placed Digital Signature Field

2. When this dialog box appears - Select No.

Add or Edit Form Fields x|

- Currently there are no form fields in this PDF. Do wou want Acrobat to detect
1 form Fields For vou?

Yes [

Figure 39 - Auto Detect Fields
3. Select Add New Field>Digital Signature.

a plot_01-31-2011.pdf - Adobe Acrobat Pro

File Edit Wiew Document Comments Forms To

R ii‘} Add Mew Field ~ | @ Preview
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i::é H&ad New Fleg T mﬂ. FFeYle

Texk Field

[+ Check Box

.*#) Radio Button
List Box

1] Comba Box

|2 Button

[x_] Digital 9=nature
L] Barcode

Show Tools on Toolbar

Field Twpe Help

Figure 40 - Placing Digital Signature Field

Place the digital signature form field in top left corner of place holder and adjust bottom right
corner using handles.

DESIGNED BY!
CONSULTANT COMPANY NAME
Field Mame:
[sigriature1
Il Required field Show Al Properties

Figure 41 - Placing Digital Signature Field

DESIGNED BY!
COMSULTANT COMPANY NAME

Figure 42 Signature Field placed on Inside Box — Consultant Signature field

Next, click the Close Form Editing button located in the upper right hand corner of view.

J—

I_Q Distribute For gl Close Form Editing

Figure 43 - Close For Editing
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2.5.2 Bluebeam - Creating Digital Signature Form Fields

The following example shows how to place the (3) digital signature form fields on the 01-General
title sheet of a CTDOT designed project. For a discipline subset or a consultant designed 01-
General title sheet, only one digital signature form field needs to be placed.

1. Go to Document>Signature>Add Signature Field.

View = Document Markup  Measure  Window  Help

= E R seaiy Ctrl+L - NTA v B S
Signatures Sign Document :
Forms Add Signature Field
Compare Documents... Certify Document. .
Overlay Pages... c
Headers & Footers... Digital IDs....

Page Setup... Trusted Identities...

Apply Stamp...

Markup Speling Mistakes. ..

Create Hyperlinks from URLs...

Insert Blank Page... Ctrl+5hift+M
Insert Pages... Ctrl+5hift+I
Insert Layered Page...

Insert from Scanner...

Figure 44 - Adding Signature Fields
2. Next place three signature fields in the appropriate location and hit save as shown below:

THE DESIGN AFPPFEARS TO CONFORM TO APPLICABLE CRITERIA, APPROVAL IS
NOT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEMN PERSONALLY CHECKED BY THE UNDERSIGNED.

SUBMITTED BY TRANSPORTATION PRINCIPAL ENGINEER P.E.
[

APPROVAL RECOMMEMDED BY MANAGER OF STATE DESIGN - SCOTT A HILL P.E
[

[APPRIVED TRANSPORTATLON ENGINEERING ADMINISTRATCR - JAMES H.NORMAN P.E.

Figure 45 - Placing Signature Fields
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2.6 Applying Digital Signatures
This section describes how to apply digital signatures. Subsets 01-General and 02-Revisions and

the Highway and Traffic Standard drawing subsets have unique requirements as described in the
following sections.

CTDOT projects shall have their subsets digitally signed after they have been uploaded into
projectwise because the Principal Engineer will be looking in projectwise to digitally sign
documents.

Discipline subsets designed by a single engineer shall be digitally signed, by the engineer of
record, using a single visible certifying signature, applied to the signature form field located on
the first page of each subset.

Discipline subsets designed by multiple engineers shall first be digitally signed by the Engineer of
Record who is responsible for the most sheets in the subsets. This engineer will apply a visible
certifying signature in the top most form field. The next Engineer of Record shall apply their
signing signatures in the subsequent form fields. This Engineer shall also include a reason, when
applying their digital signatures, listing the pages they are responsible for.

Digital signatures must be applied to digital form fields, previously created. See Section 2.5

2.6.1 Applying Digital Signatures to 01_General Subset
(FDP and Addendum Subsets)

CTDOT DESIGNED PROJECTS:
The following procedure applies to both the 01_General subset at FDP and any 01_General A#
subset.

The project title sheet of the 01_General subset shall first be digitally signed by the lead
discipline’s Principal Engineer, using a certifying signature. The Principal Engineer should
make sure that all three digital signature form fields (blue boxes in the signature block) areplaced
before signing, as these forms cannot be added after the document is digitally certified. After
processing has approved the 01_general subset for Advertising, the Manager, and the
Transportation Engineering Administrator shall digitally sign the same sheet directly below the
principal’s signature, using a signing signature while the plans are in the Manager and
Engineer Admin. Sign state.

Processing shall notify the lead designer when the 01-General subset is placed in the Manager
and Engineer Admin. Sign state. The lead designer shall then coordinate the digital signing by
the Manager and Engineering Administrator of the 01_General subset. When both signatures are
applied to the plans, the lead designer shall then notify processing that the 01-General subset has
been signed.

See Section 2.6.7 Applying Digital Signature Workflows

Note: When digitally signing the 01_General subset all signers shall leave the reason code blank.

The following image shows a typical project title sheet from the 01_General subset that is
digitally signed:
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8 CT_CON_FPL_0174-0356_01-General.pdf - Adobe Acrobat Pro
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Figure 46 - Title Sheet Digital Signatures

THE DESIGN APPEARS TO COMFORM TO APPLICABLE CRITERIA, APPROVAL 15
ROT TO BE CONSTRUED TO MEAN THAT ALL ASPECTS OF THE DESIGN HAVE
BEEN PERSONALLY CHECKED BY THE UNDERSIGNED,

= William Britnell - F— R
/,E’M IO 1011 95 15:45:9 0500 Visible Certifying Signature

SUBMITTED BY! TRANSPOATATION PRINCIPAL ENGINEER - WILLTAM W, BRITNELL, P.E,

Scott Hill
. 2010.11.30 09:14:07 -05'00" Visible Signing Signatu re

APPROVAL RECOMMENDED &Y MAMAGER OF STATE DESIGM = SCOTT A, HILL, P.E,

James H. Norman .. . . .
2010.11.30 12:33:01 -05'00" Visible Signing Signature

T O T 0 1 Y e M A = T T S

Figure 47 Example: CTDOT 01_General.pdf, Project Title Sheet Digital Signatures
CONSULTANT DESIGNED PROJECTS:

The project title sheet of the 01_General subset shall be digitally signed by the lead consultant,
using a certifying signature.

See Section 2.6.7 Applying Digital Signature Workflows

When more than one consultant works on a CTDOT digital project the project manager (prime
consultant) shall apply a visible certifying signature to the first page of the 01_General subset.

By applying this signature the prime consultant is accepting responsibility for the entire set of
digital contract plans. However the individual subsets shall be signed by the corresponding firms.

Note: When applying certifying or signing signatures leave the reason code blank.
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2.6.2 Applying a Digital Signatures to 02_Revisions

Subset

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflows are the same.

This subset does not need to be signed at FDP. This subset must be signed when the sheet is
filled out for an Addendum or design initiated change order, whichever comes first.

The first index of revision sheet(s) located in the 02_Revisions subset shall be digitally

signed by the lead designer, using a certifying signature.

1. The lead designer shall apply a certifying signature as described in section 2.6.7
Applying Digital Signature Workflows with the following EXCEPTION; the option
“No Changes Allowed” must be selected to eliminate unauthorized changes after

certifying the document. See the figure below:

Certify Document

Sign As: | Mathew Calkins " | @

Certificate Issuer: Mathew Calkins Info...

Appearance: |I'~"Iathe'.f'.'J. Calkins V|

o Mathew Calkins
Mty J Wlin 20120123 @
/ 09:09:25 -05'00"

Additional Signature Information @

Reason: | <Mone = W |

Location: |Newington CT

Contact Info: |

Permitted Actions After Certifying
r_

Mo changes allowed W |

.

[ Sign l [ Cancel ]

Figure 48 Certifying Dialog Box for 02_Revisions.pdf
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2.6.3 All Other Discipline Subsets - Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same.

Each discipline subset shall be digitally signed with a visible certifying signature, by ONLY the
responsible design engineer. As shown below.

See section 2.6.7 Applying Digital Signature Workflows

: Wiy, .
O ONSULTANT COMPANY NAME \\\\C\’S °°"ng{/,’ William Pratt
~ ¢ 8. PR{“ LN
-~ ¢ )>‘ “o -
s‘;".{@‘% €2 2009.01.27
=u' s Wam
=3 nomess rhs 10:46:19

-05'00’

Figure 49 CTDOT Certified Plan Subset

2.6.4 Standard Drawing Subsets - Single Signature

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same.

Only the standard drawing subset index sheets, Highways and Traffic Standard Drawings, need to
be digitally signed with a visible signing signature, by ONLY the responsible design engineer.
See section 2.6.7 Applying Digital Signature Workflows

2.6.5 All Other Discipline Subsets — Multi-Signatures

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflow is the same for
CTDOT designed projects.

Multiple signatures per a single subset are required where two or more disciplines/firms are
responsible for one subset.

The lead designer that is responsible for most of the pages within a discipline subset shall

digitally sign the subset using a certifying signature, and leave the reason code blank. See
Section 2.6.7 Applying Digital Signature Workflows

Once certified by the subset lead, the remaining designers(s) shall digitally sign the same subset
using a signing signature, and complete the reason code with a note stating which pages,
contained in this subset, that they are responsible for. See table 2-1 below:

See Section 2.6.7 Applying Digital Signature Workflows
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Table 2-1 Reason Codes for Prime and Sub Consultants

Designer Certify Responsible Reason Code
or Sign Sheet
Numbers

Lead Designer Certify
Sub-Designer 1 Sign 03.78 Thru I am Signing for Sheet Nos. 03.78 thru

03.88 03.88
Sub-Designer 2 - | Sign 03.88 Thru I am Signing for Sheet Nos. 03.88 thru
etc. 03.98 03.98

2.6.6 Working Drawings

Working drawing submittals, plans, calcs, and supplemental documents shall be digitally signed
in accordance with section 2.6.7 of this manual.

2.6.7 Applying Digital Signature Workflows
2.6.7.1 Adobe

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a consultant signature, but the workflows are the same.

Visible Digital Signature using a Certifying Signature Workflow:

1. Right Click on the signature field and select Certify with Visible Signature.

P Sion Document
‘& Certify with Visible Signature

Right Click
o " EAST HARTFORD Ta2-312
PAVEMENT PRESERVATION A=Y HARTFOR
OF I-B4 AT TiTE HWY-01
HIGHWAY COVER SHEET [=™
03.01

Figure 50 Certify with visible Signature
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2. Select appearance and permitted actions as shown below:
Certify Document |X|

Sign As: |Maﬂ1ewCaIkins v| @

Select correct
Certificate Issuer: Mathew Calkins Infa...
‘/ apperance

( —‘\
: thew 1. Calki w

Appearance |Ma ew 1. Calkins |_)

Mathew Calkins

MM; (albin 20120123 @

09:13:51 -05'00°

Additional Signature Information G

Reason: |<nnne> W |

Location: INewing‘mn cT

Contact Info: I
Permitted Actions After Certifying G Se I e'ct th iS
Gnnomﬁnns, form fill-in, and digital signatures VD 0 pti 0 n

[ Sign ] [ Cancel ]

Figure 51 Consultant Designed Certify with Visible Signature

3. Next it will ask you to save the document. Make sure to overwrite the existing document.
4. Enter password and click OK. The document will now be digitally signed.

| 88338268

Fleaze type vour Passphraze
and pregs the Enter key, or
click Ok

(1] |

I

Figure 52 Digital Signature Pass-phrase
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5. The document is certified correctly when there is a blue banner displayed on the top of
the sheet.

T Tooks = [ I - = =

rﬁ Certified by William Britnell <Wiliam.Britnell@ct.gov =, State of Connecticut, certificate issued by GlobalSign CA for Adobe. )

03 - HI
INDEX OF

Figure 53 - Certified Correctly
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Visible Digital Signature using a Signing Signature Workflow:
1. Right Click on the signature field and select Sign Document.

THE LN APPESES T CORRCEN T SRPLITARE TALTEALS, AR
HIT T B2 COMITROED TO1 HEAM THAT AL ASFECTT OF THE CE0lcH Have
e oLl Wally CHECETY [V THD UWDEEIGHTT

7 ol Mathew Calkins
f ﬁ - - Lk 20120123 083128
il 0800

Right Click = emess
=T i T "

Figure 54 Signing a Document

2. Select appearance and type in a reason following section 2.6.5.

Sign Document fz|
Sign As: |Maﬂ1ew Calkins v| @
Certificate Issuer: Mathew Calkins Info...

‘ Appearance: |Ma’d1e'A'J.Calldns v| ,

i Mathew Calkins
Millar Y @lhis 20120123 @
/ 09:32:58 -05'00

Type in
a reason®

:

[Lock Document After Signing

Additional Signature Information

GEESDI’I:

Location: |Newingb:un CT

[ am Signing Sheet Mos. 03.03-03.13

Contact Info: |

[ Sign ] [ Cancel

Figure 55 Signing with Reason Code

3. Next it will ask you to save the document. Make sure to overwrite the existing document.
4. Enter password and click OK. The document will now be digitally signed.
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2.6.7.2 Bluebeam

This section applies to both CTDOT designed projects and Consultant designed projects. The
figures contained in this section show a CTDOT signature, but the workflows are the same. The

Consultant designer will only have (1) signature.

Visible Digital Signature using a Certifying Signature Workflow:
1. Leftclick on the signature field and then update the settings as shown below:

Select your ID and
select as shown

Tgi : /
|Mathew Calkins v |] view.. / C"Ck on the Slg nature
| l to certify
Signature Type 7 £
THE DESIGN APPEARS TO FORM TO APPLICABLE CRITERIA, AFPROVAL IS
WBEEN PERSONALLY CHECKED BY THE UNDERSIGNED.
E e —— [—
ql\ﬁ'larkups. fill in forms, and digital signatures VD
Options / \
I
Reason | A m'mmrmman T
Location: | /. |
Contact Info: | / |
I (APPROVAL RECOMMENDED BY MANAGER OF STATE DESIGN - SCOTT A.HILL PE.
- [
( Matt’s Signature w ”} Edit... ] [ Mew... ]
e ——
Mathew Calkin
s |APPROVED TRANSPORTATION ENGINEERING ADMINISTRATOR - JAMES H. NORMAN P.E.
M 2011.10.18 10:
38:10-04'00'

Figure 56 - Certifying Signature Bluebeam
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2. Next click “Save To” in Projectwise and select overwrite existing file:

ocation

iff ProjectWise Vi ctdot projectwiseonling.com:CTDOT

Logged In

Login [ oK ][Cancel ]

ProjectWise Overwrite File

The file TT_DOC_PUB__Intro to Bluebeam pdf’ already exists
A in ProjectWise.

Do you want to ovenwrite. Select ‘MNo'to save as a new
filename.

fes MNo ] [ Cancel ]

3. Then check the document back into projectwise.

Visible Digital Signature using a Signing Signature Workflow:
Once the prime engineer applies his certifying signature the additional signing signatures can be
applied by the sub-consultants as follows:

1. Left click on the signature field and then update the settings as shown below:

Sign 3
_ Select your ID, a reason
Digital ID: I .
athon Cakivs ¥ =T if necessary and select ]
\_Password: as Shown CI'Ck on the
| — i
— signature
(%) Digital Signature
Document Cerfficatior . THE DESIGN AFPEARS TO CONFORM TO APPLICABLE, .Fll'fEllIA. APPROVAL IS
Permitted changes after certifying / NOT TO BE CONSTRUED TO MEAN THAT ALL nsp#w THE DESIGN HAVE
. - - - BEEN PERSONALLY CHECKED BY THE UNDERSIGNE
Ont , ; 2 ig Mat Calkins
2041.10.18 10:40:43-04'00
Reason: ‘ VD
o VSUBMITTED BY TRANSPORTATION PRINCIPAL ENGINEEIRRE. N
‘ ! - ™
Contact Info: | Ppr ]
Wm-_\ | !
{| Matt'’s Signature v Il [ New... ] i TR T T T T — — — ——
N~ —
Mathew Calkin
s
mﬂg 2011.10.18 10: ¢ TRESGEORTATION EHGINEERG ZOWISTRATR ~ JaHES PR P
40:46-04'00

Figure 57 - Signing Signaure Bluebeam
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2. Next click “Save To” in Projectwise and select overwrite existing file:

ocation

i] ProjectWize Vi ctdot projectwiseonline com:CTDOT

Logged In

ProjectWise Overwrite File

The file TT_DOC_PUB__Intro to Bluebeam pdf’ already exists
A in ProjectWise.

Do you want to ovenwrite. Select "MNo'to save as a new
filename.

fes Mo ] [ Cancel ]

3. Then check the document back into projectwise.
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Section 3 Submitting Digital Contract
Documents to CTDOT

DIGITAL CONTRACT PLANS:

The CTDOT will consider all digital contract plans submitted for its use “official” contract
documents; the engineer of record shall not alter these documents unless explicitly asked to by
the CTDOT, and shall only alter what was requested. Consultant engineers submitting changes
that were not requested or submitting requested changes outside the processes in this manual may
be held liable for damages.

Check the following for completeness prior to submitting digital contract plans to the CTDOT.
When submitting preliminary plans, steps 3 and 4 do not need to be performed. All steps shall be
completed in accordance with this manual.

1. Project Manager should obtain the number of discipline subsets and notify each
discipline of their subset number for sheet numbering. FIO subsets shall be last.

2. All pages of the discipline subsets contain a footer displaying the sheet number.

3. All pages of the discipline subsets display a graphic signature of the engineer of
record (watermark).

4. The first sheet of each discipline subset shall be digitally signed by the engineer(s) of
record, and shall contain a list of drawings contained in that subset. In addition, the
first page of the 01_General subset must contain a list of subsets contained in the
project.

5. All sheets contained in any FIO subsets must be labeled, “For Information Only”

DIGITAL CONTRACT SPECIFICATIONS:

The Designer shall submit individual word documents for each specification into Projectwise, see
section 3.2.7. Specifications shall be prepared in accordance with the Departments policies and
procedures for Contract Development. CTDOT Processing shall combine all specifications into
(1) PDF document for the contract.

DIGITAL SUPPLEMENTAL CONTRACT DOCUMENTS:

Supplemental contract documents shall include but not limited to the list below:
e Proposal Estimate, with signed checklist.

Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter

Environmental Permits

DBE/SBE Approval with percentage

Commitment list

Agreements

Proprietary Item Approval

Stand alone Transportation Management Plan Document, taken from the final design

report

These documents shall be submitted to CTDOT in PDF format, except the proposal estimate, this
shall be in an “.est” format. If these documents do not need to be digitally signed, they may be
signed and scanned into PDF, however the minimum page size shall be 8.5 x 11”” and the
minimum resolution shall be 200 dpi.

51


http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664
http://www.ct.gov/dot/cwp/view.asp?a=3886&q=459664

Issued 1-2012

3.1 Final Design Plans, Specifications, and
Supplemental Document Checklist

The following checklist is made up of two sections. The first section lists the final steps required
prior to delivering digital contract plans, specifications, and supplemental documents. The second
section lists the project manager responsibilities, after files have been submitted into Projectwise:

Designer Checklist

Check Task Section in Manual for
Instructions
1. Complete CAD files for final PDF Publishing NA
2. Publish Discipline Subsets to PDF Section 1.4 step 11
3. Post Process Discipline Subsets in PDF Software
a. Apply Sheet Numbers Section 1.6.2
b. Apply Page Labels Section 1.7
c. Apply Watermark Section 2.4
d. Apply Digital Signatures Section 2.6
4. Prepare Standard Subsets Section 1.4 step 6
a. Download latest from Web
b. Updated index sheets accordingly
c. Delete sheets that are not required
d. Digitally sign the index sheets
5. Upload Discipline Subsets into Projectwise Section 3.2.30r3.2.4
6. Prepare specifications in word format Section 1.4 step 18
7. Combine and Upload specifications in a zip folder into Section 3.2.5
Projectwise
8. Upload supplemental documents into Projectwise Section 3.2.6
9. Notify Liaison Engineer, if a consultant designed
project, when documents have been uploaded into
Projectwise
10. Notify Processing when documents have been
uploaded into projectwise after the project manager
has completed their check list below
Project Manager Checklist
Check Task

1. Check tasks 1 thru 8 in the designers checklist have been completed correctly

3.2 Project Data Transmission

CTDOT is currently using Bentley’s ProjectWise as a data management software for digital
projects. Projectwise allows the CTDOT, and authorized business partners to access its data
anywhere internet access is available. Projectwise shall be used by all consultant engineers
delivering digital contract documents.

3.2.1 ProjectWise

Consultant engineers may use either Projectwise thin client or Projectwise thick client.

Thin client is a web based version of Projectwise, which does not require any software
installations. All that is required to login to the appropriate webpage is a user name and password
supplied by CTDOT. Thin client allows access to the CTDOT dataset anywhere internet access is
available. The thick client conversely requires the installation of the Projectwise client software.
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In addition to performing all the functions of thin client; thick client has the addition
functionality:

- Delta file transfer — Improves speed of downloads
- Managed workspaces — Eliminates the need to install the CTDOT DDE
- Attributing multiple documents at once

Users can get Projectwise Thick Client for free if they have an active license of Microstation.
Download Projectwise Client from Bentley using your select ID. Once Projectwise is installed on
your computer use this document to connect to the datasource:

Connecting to Datasource Using Thick Client

The following workflow shows how to log in and change your password: Projectwise Log in

Consultant firms are usually given (2) user names that can be used by the whole firm. More than
one person can use the user name at a time. It is the firm’s responsibility to manage the user
name and password in cases where employees leave and work at another firm. This way the
employee that leaves cannot use their old companies user name and password.

3.2.2 Projectwise Folders for Contract Documents

This section gives directions on which folder contract documents will be submitted in
Projectwise.

100_Contract Plans (PDF) — This folder contains all Contract Plan Discipline Subsets. This
includes all Final plans, Addendum plans, Design Initiated Change Order, As builts, and FIO
Plans.

110_Contract Specifications (PDF) — This folder contains the Final, Addendum, and
Construction Order Requests Contract Specifications packages. The designer will NOT submit
Final or Addendum specifications into this folder; they shall submit Final Specifications and
Addendum contract specifications in word format, into the 240_Contract Development folder.
The designer can only submit change order specifications into this folder.

CTDOT finalizes the FDP and Addendum Specification Packages into one PDF file and places
the final package into this folder.

120_Contractor Submittals (PDF) — This folder contains all working and shop drawings
submittals.

210_Construction — This folder is used by CTDOT construction.

240 _Contract Development — Designer shall submit the following supplemental contract
documents into this folder:

o All contract specifications and Notice to Contractors (NTC), in word format, both final
and addendum specifications
Proposal Estimate

Federal Estimate

Calendar Day Estimate

Final Design Report

Categorical Exclusion

Design Approval Letter
Environmental Permits

DBE/SBE Approval with percentage
Commitment list
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e Agreements
e Proprietary Item Approval

e Standalone Transportation Management Plan Document, taken from the final design
report

310_Preliminary_Design_Documents — The designer shall submit all preliminary design
documents into this folder. This includes plans, specifications, reports, estimates, etc.

Contract documents shall be uploaded into the appropriate folder as described above and
attributed in accordance with the following sections.

3.2.3 Uploading Final Contract Plans - ProjectWise (Thin
Client)

Once logged into Projectwise the final contract plans shall be submitted as follows: All files must
be named according to the, naming conventions in this manual. The following figures give
direction on how to upload files into Projectwise:

ProjectWise Content A

Folder Document Tools Help

—
| 4 %b&rfﬁce: ‘CTDOT_DUE_CDdE VIDAEW: |IUU_Cum:ract_Ducumen13 v
e = : =
(',) Il, |pw:'\\ctdot‘proJactN\seonhne‘com:CTDOT\Documants\U1 - CTDOT Projects\§011_01514120_Contractor_Submittals (PDF)Y ” ~#| of D
3

>
=
Label {User Defined) Sub Category Description \ Description Created ” Discipline | Main Category = Sub Category State

Make sure these are selected
before uploading any document

Figure 58 - Selecting the Appropriate Interface and View

Advanced Search Go E‘Ug
3,
N4
ProjectWise Content (2) Document > Upload - or Te%
Folde ‘ o0ls % ProjectWise Navigation -
j Iace: |CTDOT7DDC—E v| View: |CTDOT7C0ntract7[ b [ ctdot. prajectwisecnline.com ﬂP\"J’ONLINEWamew.Calkins
& Y Upload. .. ) |:|-’"TDOT\,D0cume | --1 o of 1 Elk; Documents
= |_Description Descriptior Elh" oEpCICONEviects
2 P4 ﬁ 01-General. pdf L’-‘ 0107_0158
& 0% 0999 123
2 _ A e
= (1 ) Select PfOJect and — --[i] 110_Contract_Specifications (POF)
- _Soil_Archaeological_Misc_Reports (PDF,
5] I 130_Si
p 100_Contract_Plans (PDF) B 210_Comsirucion
| f0|der t_. 310_Preliminary_Design_Plans (PDF)
& - 320_Permit_Appiications
ij. H-[l 500_Pre-Design
¢ L'J | Y 5@ Saved Searches
) LEL;'( i -l 02 - CTDOT Bridge Files
Project (=1 M H-[l 03 - CTDOT Traffic Signals
General |2 -] 04- CTDOT Legacy Project Plans

Figure 59 - Uploading Document into Projectwise (Thin Client)
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Select Files to Upload
Loaok in: I @ Desktop j = = B~
@ EE‘MicrosoFt Qutlook 2003 =) Working Folder
' & |PeopleSoft Login ﬂJ ~&gital_Signature_Submission_P1
My Recent |45 5naglta B 01-General.pdf
Documerts QSnagIt Studio : j s Addendum_1.¢
E ﬁstyle Builder
- =) Bridge Internet 803 ]
Deskiop =) Change Order 9 301-106 New Haven Railyard f B 2-1230riginal_Diff.pdf
CT)dms 17927 B 04_Traffic.pdf

’) ome Select document 5 os7-+000 pesin.pdf
My Dacuments g::ii‘:ﬁp upload 1 2010 10 18.pdf

B 92531_02-08_HwY_A3.pdf
. [CiMew Folder (2) B 92531_02-08_HwY_A3_Summar
Qj () Mew Falder {3)
My Compter () Test

B 92531_08-14_WALL-112.pdf
g 093166_5B_SouthEast_Wingwall
(L workflows
< | >

& 1370153_5B_Wingwall_Details.pi
My Network  File name: IﬂZ—Revisions.pdf j Open

Flaces I _I
Files of type: - Cancel |
A

Figure 60 - Selecting File to Upload

-

Once the document has been uploaded it needs to be attributed and the document and file names
need to be changed. Also the document description must be entered explaining what the subset
contains. Attributing the documents is important and required because (1) these attributes replace
sub-folders and allow for easy searching, and (2) the document and file names become a
concatenation of all the attributes, so when the document is exported the file name makes sense.

Follow the figures below for attributing a document within projectwise:

Folder Document Tools Help

S [d ﬁ|1nberfaoe= | cTDOT_Doc_Code V\|\ﬂew: [ 100_Contract_Documents 3
(RN B "pw:\\cbdut.projecmiseunhne‘com:CFDOT\DDcumentsVJl-CI'DOTPrujects\OD11_0151‘\100_Conhact_Plans (POF)\ ‘| K 4 of 1 b M
Label (User Defined) | Sub Category Description Description File Name A

CT_CON_FPL_0011-0151_01_General.pdf
CT_CON_FPL_0011-0151_02_Revisions.pdf
CT_CON_ADP_0011-0151_02_Revisions_AD1.pdf
CT_CON_FDP_0011-0151_03_Highway CT_CON_FPL_0011-0151_03_Highway.pdf
03_HIGHWAYAL CT_CON_ADP_DO11-0151_03_Highway_AD1pdf

= FDPRiQ}h{4eﬁck on SuBgr@tjpum1-0151,u4jrafﬁc.pdf
CT_CON_FDP_00178151_0

@ / 01_General
"L 7 02_Revisions
= 7 02_Revisions_A01
=/ 03_Highway Plans_04 -
i # 03_Highway_AD1 Plans_05 - Addenda
L A 04 Traffic Plans_04 - Final Plans (Adv)

Plans_04 - Final Plans (Adv) 01_General
Plans_04 - Final Plans (Adv) CT_CON_FDP_0011-0151_02_Revisions
05 - Addenda 02_Revisions for Addendum 1

= 7 05MpC Plans_04 - Final Plans (Adv) 5_MDC CT_CON_FPL_0011-0151_05_MDC.pdf 4
= S 06_one Plans_04 - Final Plans (Adv) Cr_coN_FDParﬂdsse:lect P ro perti‘esl_FPL_ODIHJ]El_DS_CNG‘pdf

i / 07_ATAT Plans_04 - Final Plans (Adv) CT_CON_FDP_0011-0151_07_AT&T CT_CON_FPL_0011-0151_07_AT&T.pdf v
< L
ProjectWise Properties

General | Document References | AuditTral |

|

B Document
File

{3 attributes ] ‘___
—————— Expand the

D;cimma - attribute tab

Main Category Main Category Description
CON ] [Cortract Plans & Specs

Sub Category Sub Category Description

FOP L] [Plans_04 - Final Plans (A

Project No. From Properties

Label (User Defined)

e —

Figure 61 - Assigning Attributes to Documents
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[Re

ientReferences | Audit Trail

Discipline

cT ()
Main Category ain Category Description
CcON = = Ty

Sub Category Fill in the appropriate

| document attributes
Project No. From Properties /

[_Labe\ (User Defined)

01_General Q

Document Descrintion

ub Category Description

Title Sheet, Detailed Estimate, Location Plans

. Select "Save"

CT Code (Auto Fill In)

Figure 62 - Selecting Attributes

Attributes:
Discipline: CT will be the discipline for Contract Plans.
Main Category: CON = Contract Plans & Specs (PDF)

Sub Category: FDP = Final Design Plans, DCD = Design Completion Data, DCD2= Design
Completion Data 2, FPL = Final Plans, ADP = Addendum Plans, ACD = Addendum Completion
Data, DCO = Design Initiated Change Order, FIO = For Information Only, STD = Standard
Drawings etc.

Label:
¢ Name of the subset, 01-General for the General subset.
FDP and DCD submittals shall always have the same label.
ADP and ACD submittals shall always have the same label (01-General_A##)
DCO Submittals shall have the label 01-General _C##.
CTDOT standard drawing shall be “CTDOT_HIGHWAY_STD” and
“CTDOT_TRAFFIC_STD”.
e For Information Only subsets, FIO must be included in the Label, 11_AT&T_FIO.

Description:
The document description must be entered explaining what the subset contains.

After save is selected notice the document and file names match the CTCode and the document
description updates to what was typed in above. You may have to hit refresh to see this change.

El Document

Document Mame CT_COMN_FDP_0011-0151_01_General pdf
Document Description | Title Sheet, Detailed Estimate, Location Plans
Version
Sequence ]
Workflow Contract Plans Processing
State ADVERTISE
Application Acrobat PDF
Department <none:
- e Notice the document name,
OutTo document description, and
on 1/17/2012 4:42 PM -
CeatedBy At Seghic file name are updated
on 8/5/2011 5:51PM
Updated By CTCodeChangeMonitor
On 1/19/2012 12:56 PM

E File

@ Name CT_CON_FDP_0011-0151_01_General pdf )

File Size 1.61MB (1,683,824 bytes)

Figure 63 - Document Name, Document Description, and File Name
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3.2.4 Uploading Final Contract Plans - Projectwise
(Thick Client)

This section gives direction on how to upload and attribute contract documents, for both one
document and multiple documents. Once logged into Projectwise the final contract plans shall be
submitted as follows: All files must be named according to the, naming conventions in this
manual. This workflow may also be used for preliminary plans with the following changes:
preliminary plans shall be uploaded into the 310_Preliminary_Design_Documents (PDF) folder
and the appropriate attributes must be selected.

3.2.4.1 Uploading and Attributing Single Contract
Plans

The following figures give direction on how to upload and attribute files one at a time into
Projectwise:

1. Select the “CTDOT _Doc Code” interface as shown below, if the interface box is not
shown go to View>Toolbars and select interface.

2. Drag and Drop files into the 100_Contract Plans folder in the Project.

- B[ & EE @
84 - | Search (3 ~| P
Address

Interface | CTDOT_Doc_Code w
pw:\\ctdot. projectwiseonline.com: CTDOT\Documents\0 1 - CTDOT Projects0310_00624100_Contrgrt_Plans (PDF)Y

= L ConnDOT (mjc-admin) ~
=I-,_" Documents
=i’ 01 - CTDOT Projects
- 0015_0335

List | @9 Geospatial
Label {User Defined)
/‘; 01.01-General

# T 01.02-Revisions

# T 01.03-5tation_Plans
# 7 01.04Environmental
# 2 01.05-Amtrak_Force
# T CTDOT Highway_STD
# T CTDOT Traffic_STD

[ 0017 0183
[ 0034_0334
- 0040 0136
[ 0055_0309
™ 0063_0843 & 0093_0180
+-| % 0063_0672
#-[" 0078 0230
+-[* 0082_0299
- 0084_0106
™ 0083_0178 & 0093_0166

(1) Make sure the interface
is "CTDOT_Doc_Code"

[/ 0092_0531-0622-0627

- 0092_0532

#- " 0092_0619

- 0092 0634

[ 0092_D538

- 0107 0158

#-[* 0108_D178

=% 0110 0129

+-[ % 0133_0221

#0133 0232

- 0150-0125

#-[" 0152_0149

- 0158_0207

- 0165_0099

[ 0170_2296

- 0300_0139

-1 0301_0059

[ 0301_0106

[ 0301 0125

[ 0301_0140

- 0310 0039

- 0310_0056

=" 0310_0057

- 0310_0058

#-[" 0310_0059

#0340 0060
100_Contract_Plans (PDF)
110_Contract_Specifications (PDF)
120_Contractor_Submittals (PDF)
130_Soil_archaeological_Misc_Reports (PDF)
210_Construction
220_FHWA
230_Contract_Administration
240_Contract_Development
241_Contract_Development_Confidential
310_Preliminary_Design_Documents{PDF)
320_Permit_Applications 4
330_Design_Data

A (2) Select Project folder and
then 100_Contract Plans
| folder

(3) Drag and drop discipline
subsets

|SASASASASASASACARAGARAS

)

Figure 64 - Uploading Into Projectwise (Thick Client)

3. Select the “Advanced Wizard”
4. Click “Next” until you reach the figure below:
5. Fillin the appropriate attributes as shown below:
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dvanced Documen reation Wizard

Define Document Attributes

Main Category

Main Category Description

You should define environment specific document attributes. /_,d,\
f Discipline \ ) ) .
cT v o (1) Filllin the appropriate

attributes and description

|con v

|Corrtrc|ct Flans & Specs

Vg

Sub Category

Sub Category Description /

\.IFDP ~ | | Plans_02 - Final Design Plans / |
Project No. From Properties
(00110151 |

Label (User Defined)

01.06-5Station Plans v

Document Description

‘Westbrook Station plans

CT Code (Auto Fill In)

CT_CON_FDP_0011-0151_01.06-Station Plans

| | (2) Click Next

e

V p—
[ < Back(][ MNeat > ] I Cancel ]

Figure 65 - Attributing (Thick Client)

Attributes:

Discipline: CT will be the discipline for Contract Plans.

Main Category: CON = Contract Plans and Specifications

Sub Category: FDP = Final Design Plans, DCD = Design Completion Data, DCD2= Design
Completion Data 2, FPL = Final Plans, ADP = Addendum Plans, DCO = Design Initiated Change
Order, FIO = For Information Only, STD = Standard Drawingsetc.

Label:

e Name of the subset, 01-General for the General subset.

“CTDOT_TRAFFIC_STD”.

FDP and DCD submittals shall always have the same label.

ADP and ACD submittals shall always have the same label (01-General_A##)
DCO Submittals shall have the label 01-General_C##.

CTDOT standard drawing shall be “CTDOT_HIGHWAY_STD” and

e For Information Only subsets, FIO must be included in the Label, 11_AT&T_FIO.

Description:

The document description must be entered explaining what the subset contains.

6. On the create document page click next and the document will be uploaded into

Projectwise.
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3.2.4.2 Uploading and Attributing Multiple
Contract Plans

The following workflow is an example of attributing multiple Discipline Contract Plan Subsets at
once into Projectwise:

1. Select the “CTDOT _Doc Code” interface as shown below, if the interface box is not
shown go to View>Toolbars and select interface.
2. Drag and Drop multiple files into the 100_Contract Plans folder in the Project.

@- B 2= @

@ - | Search |5Q v| D- ( Interface|CTDOT_D0c_Code ‘_'D

Address| pw: Y\ctdat. projectwiseonline, com: CTDOT\Documents\0 1 - CTDOT Projecm'mIU_EIDSZHUU_ConE T Flans (POF)\
= [y ConnDOT {mjc-admin) A List [@ Geospatal

-\ Documents
={C’ 01-CTDOT Projects Label (User Defined)

(1% 0015_0335 fEDl.DlGenfafal

[I* 0017_0133 #"2101.02-Revisions

[* 0034_0334 5 01.03-Station_Plans

" 0040_0D136 . 01.04-Environmental B

Eﬂ 0056_0309 A Totosameak Force (1) Make sure the interface
[/" 0083_0643 5.0033_0180 # T CoT Hohway SO js "CTDOT Doc Code”

[ nos3_0872 # " CTDOT Traffic_STD = =

[ no7a_0230

[/ 0082_0299

[/ o0s4_0108

[/ D083_0178 8.0093_0168
[ 0092_0531-0622-0627
[/ 0092_0532

[ nogz_os19

[ nos2_o634

[/ nosz_o638

L-: 0107_0158 | (2) Select Project folder and
L= 0108_0178

07 01100129 / then 100_Contract Plans

[ 0138_0221 folder

[ p133_0232
[/ p150-0128
[/ 0152_0149
[[* 0158_0207
[ n166_n093
[ 0170_2298
[ 0300_0139
[ 0301_0059 o
[ 0301 0108 (3) Drag and drop discipline
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z 0301_0125 subsets

[[™ 0301_0140

[ 0310_0033%

[ 0310_0058

[ 0310_0057

[ 0310_0058

[/ 0310_0053

* 0310 0060

LU ™ 0310 006

|=7 100_Contract_Plans (PDF)

L' 110_Contract_Specifications (PDF)
120_Contractor_Submittals (PDF)
130_Soil_Archaealogical_Misc_Reports (PDF)
210_Construction
220_FHWA
230_Contract_Administration
240_Contract_Development
241_Contract_Development_Confidential
310_Preliminary_Design_Documents(PDF)
320_Permit_Applications <
330_Design_Data

=

IS SASASARASASANARAS

[

Figure 66 - Uploading Multiple Documents at One Time

3. Choose “No Wizard” and press OK

After the documents are uploaded, the attributes can be applied. For Contract plans the
discipline, Main Category and Sub Category will be the same for all subsets so we can bulk
attribute these documents. Follow the steps below:

4. Highlight all documents.

5. Right Click and select Modify. Note: This may take a minute for the window to open.
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Open this tab =

Modify documents

ererf] | CTDOT Document Coding

0|
BSE_Bridge_No: O ||
BSE_Code: O ||
BSE_Date: O ||
Cat_Description: ]

Update these CTCode (Ao Fil ln): [ |
attributes Ol v|
Label {User Defined): D” |ﬂ
Project Mo. From Poperties: D” |
0 5
Select
\ ‘. Apply

Figure 67 - Modifying Attributes

The subset will now have the Discipline, Main Category and Sub Category attributes applied to
them. The label will have to be assigned to each document separately. Follow the figures below:
6. Right click on a subset and select properties.

7. The figure below shows how to assign the label attribute.

® CT_CON_FPL_0011-0151_01_General.pdf *

RS Textual I Wor |

Geospatial /7|
| Generl | Secur| | Atvbuies [ )

More Attributes | File Properties | Audit Tral |

¥ (1) Select

Discipline

Main Category Main Category Description

|CON v ‘ |Carrl|act Plans & Specs |
Sub Category Sub Category Description

L v \w(;ﬂqype—m—é label

[0011-0151

Project No. From Prupertie% and descri ption

Label (User Defined)

01_General w

Document Description

Title Sheet, Detailed Estimate Shest

CT Code (Auto Fill In)

[CT_CON_FPL_0011-0151_01_General

(3) Select Save

o
&Save i)[ Undo | [ Close |

111

Figure 68 - Assigning Label Attribute

8. The document name, file name and document description will automatically update to
match the CTCode when a user hits refresh.
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3.2.5 Combining and Uploading Contract Specifications
and CSI Special Provisions

For projects that are led by a consultant designer, FDP and Addendum Contract specifications
and CSI Special Provisions shall be placed in (1) zipped folder. For projects that are led by a
CTDOT design unit, FDP and Addendum Contract specifications and CSI Special Provisions
shall be placed in individual zipped folders per discipline.

Design Initiated Change Orders specifications shall be placed in (1) PDF document with a “C#”
and the date in the right side of the header. An example would be, “Rev. C1 -01/01/10”.

The following shows an example of a consultant designed project, but the process shall also be
followed for a CTDOT designed project.

See the figures below for how to zip a folder:
1. Place all specifications (word documents) in one folder.
2. Right click on the folder and select “Compress to” option shown below:

Open
Browse With Paint Shop Pro 7
Command Prompt Here
Explore
search, ..

& Snaglt

& Combine supported files in Acrobat...
ClipPath

Scan for Viruses..,

(3 Compcass-te-Tii—r-Optiomrr—
|50 Compress to "310-056-57_FDP_SPecs.zip”

Send To

Cut
Copy

Create Shortout
Delete
Rename

[~ Properties

310-056-57_F
DP_SPecs

Figure 69 - Compress Spec. Folder

Specifications shall be submitted in a zipped folder for every submittal into Projectwise.
Submittals include FDP, revised FDP specifications, Addendum specifications, and revised
addendum specifications. Revised FDP and addendum submissions shall only include the revised
specifications.

Submitting Contract Specifications
Once logged into Projectwise the final contract specifications shall be submitted as follows:
1. Drag and Drop the zipped specifications folder into the 240_Contract Development
Folder or the pdf of the change order specs into the 110_Contract Specifications folder.
2. Use the advanced wizard and select the attributes as follows:
Discipline = CT
Main Category= CON
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Sub-Category = | FSP FDP Specs.
FSR Revised FDP Specs. or Additional FDP Specs
ASP Addendum Specs.
ASR Revised Addendum Specs.
CSP Design Initiated Change Orders

Label:

Consultant projects

FDP Specs — Should be “FDP Specs” or “Revised FDP Specs”
Addendum Specs — Should be “ASP# Specs” or “Revised ASP# Specs”
Construction Orders — Should be “C# Specs”

CTDOT Designed Projects

FDP Specs — Should be “Discipline FDP_Specs” (Discipline = HWY, SB, TR,
etc.) Example = “HWY_FDP_Specs.” or for a revised spec package
“Revised HWY_ FDP_Specs.

Addendum Specs — Should be same as FDP specs but change to ASP or ASR.

Example = “HWY_ASP#_Specs” or “Revised_HWY_ASP#_ Specs.”
e Construction Orders — Should be “C# Specs”

3. Click next until the document is uploaded. The document name and file name will be
automatically updated to match the CTCode when Projectwise is refreshed.

3.2.6 Uploading Supplemental Contract Documents

Supplemental Contract Documents shall be submitted into the 240 _Contract Development folder
in Projectwise. These documents shall be attributed in accordance with the table below:

Main Sub-

Document Discipline Category Category Label
Digital Project Submittal CE Design PW
Checklist CT DOC MDO Checklist
Proposal Estimate CT DAT EST Proposal

Proposal Estimate
Proposal Esitmate Checklist | CT DOC MDO Checklist
Federal Estimate CT DAT EST Federal
Calendar Day Estimate CT DAT EST Calendar Day
Final Design Report CT DOC RPT Final Design
Categorical Exclusion CT DOC AVL CAT EX
Design Approval Letter CT DOC AVL Design AVL Letter
Environmental Permits CT DOC AVL ENV Permits Name
DBE/SBE Approval with
percentage CT DOC AVL DBE_SBE
Commitment list CT DOC AVL Commitment List

Make specific to what
Agreements CT DOC AGR type of agreement
Proprietary Item Approval CT DOC AVL Proprietary ltem
Standalone Transportation
Management Plan Document,
taken from the final design
report CT DOC MDO Trans. Man. Plan

Table 2 - Supplemental Contract Documents

If a supplemental document is revised, a new revised document shall be uploaded into
projectwise following the above attribution with the addition of “Revised” being included in the

Label.

The document name and file name will automatically update to match the CTCode when

Projectwise is refreshed.
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3.2.7 CTDOT Contracts Finalizing of Contract
Specifications

CTDOT Contracts shall finalize the specifications working in the 110_Contracts_Specifications
Folder following this workflow CTDOT Contracts Workflow.

3.2.8 Notification of Submittals

When Contract Plans, Specifications, and supplemental contract documents are submitted into
Projectwise the applicable personnel must be notified as follows as applicable:

1.

For consultant designed projects, the consultant will notify their Liaison Engineer, who
will then notify, by memorandum, processing that contract plans or specifications have
been submitted for review.

For state design projects, the project manager will notify, by memorandum, processing
that contract plans and specifications have been submitted.

3.2.9 Contract Plans Workflow (FDP - Advertise)

Table 3-3 below shows how final digital design plans (FDP) flow from delivery through
processing to their final state in advertising.
Processing personnel shall use the following workflow: Projectwise for Processing

Final Design Submission (Subsets)

Step Group Responsibilities of Group
1 Designer -Submits FDP subsets into the 100_Contract Plans folder.
Processing . - .
(CTDOT) - Change FDP subsets to the Processing State and digitally mark up with comments and save FDP plans. Keep FDP
Plans in the Processing State. If there are no comments proceed to step 7.
2
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder.
- Change subsets to reflect comments made by Processing
3 Designer
- Submits DCD subsets
) - Change DCD subsets to Processing state
Processing
(CTDOT) | - perform a document compare on the FDP and DCD plans using Bluebeam.
& - Digitally markup DCD subsets with comments and save. [f there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder.
- Change subsets to reflect comments made by Processing on DCD Plans
5 Designer
- Submits DCD2 subsets
- Changes DCD?2 subsets to Processing state
Processing
(CTDOT) - Perform a document compare on the DCD and DCD2 plans using Bluebeam.
6 - Digitally markup DCD2 subsets with comments. If there are no comments proceed to step 7.

- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder.

63



http://www.ct.gov/dot/lib/dot/documents/aec/CTDOT_Contracts_Specificaitons_Workflow.pdf
http://www.ct.gov/dot/lib/dot/documents/aec/Projectwise_For_Contract_Processing.pdf

Issued 1-2012

Processing
(CTDOT)

- Change the Sub Category Attribute of the approved subset from FDP or DCD(1,2..etc.) plans to FPL plans. STD and
FIO plans shall not be change to FPL.

- Copy the CTCode and make the document and file name the CTCode. Make sure the file name has a “.pdf” on the
end.

-If is a CTDOT Design project, change all discipline subsets to the Manager and Engineering Admin. Sign State. Notify
Designer they have to have Manager and Engineering Admin sign the title sheet. When the Designer notifies processing

these signatures have been applied to the title sheet, change all discipline subsets to the Advertise state.
-If is a Consultant Designed Project, change discipline subsets to Advertise State.
-Delete all previous versions of plans, FDP, DCD, DCD2, etc.

-Keep Comment reports in the 240_Contract_Development folder for records if necessary

-Formally notify Contracts when all subset have been approved for Advertising

Table 3-3 Workflow for CTDOT Processing Unit (Contract Drawings)
3.2.10 ProjectWise Project folder Security

Through the use of Workflows and States, Projectwise can provide dynamic securities to a folder
or document. Dynamic security allows a different level of security to each document at various
phases of its life cycle. This allows a document to reside in one location, in Projectwise, through
out the project life cycle.

3.2.11 100_Contract_Plans (PDF) Folder (Dynamic
Security)
During the design submittal process the Projectwise workflow, “Contract Plans Processing”, shall
be applied to this folder. This workflow allows three different states (securities settings) to be
applied to documents within this folder. Each state provides a unique security. The CTDOT
Contracts Processing Unit shall determine which state a document in this folder shall be in.
The “Contract Plans Processing” workflow contains the following security states:

Document Transfer State — allows either the Consultant or State Designer to upload, read and
alter a document.

Processing State — Allows only the processing unit read, write access, allowing them to review
the documents in a secluded area. All other users shall have read access.

Manager and Engineering Admin. Sign — Allows the Manager and Engineering Administrator
to sign the project Title sheet.

Advertise State - Allows all users file read access, allowing any user to open and read the
document.

Once the contract is awarded to the low bidder (Contractor), the Contract Processing Unit shall
move all the documents into the a new workflow called “Contract Plans Construction Workflow”
which hands control of the documents states to the CTDOT Office of Construction (all offices).

The “Contract Plans Construction” workflow contains the following security states:

Construction State — allows construction to upload, read and alter a document. All other users
shall only have file read.

Contractor State — documents in this state allow access to the contractor.
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Perform As-Built Stat — allows construction to place as-built information on the plans. All other
users shall only have file read.

As-Built Complete — All users will have read only when the documents are put in this state.

3.2.12 Changing the State of a Document

The designer and district construction will be required to change the state of documents for
contractor submittals during the review process. To change the state of a document, follow the
figure below:

nterface |CTDOT_D0c_C0de V| |“\c"|ew | 100_Contract_Document V| | “Spah'al View: |

Adlin\,l..lser Admin Areas'Calkins\0123-01451120_Contractor_Submittals (PDF)\Projectwise_Project_Request_Form.pdf

T4 [O 5 @ Geoseatal

Label {User Defined) Sub Category Description Description
P04 -RW 101 Calcs lans_12 - WDP 5 Item # 06016514 - Retaining Wall 101 Calculations
P04 -RW 101 Plans la - WDP e Item # 06016514 Retaining Wall 101 Plans
./ -2 04-5truct, SteelSite1-Calc \ darm. Sir. Projectwise_Project_Request_Form
Select View
MNew 3

Crecout Highlight the document(s),
i right click and select
Change State>Next

Copy Qut

Export...

Refresh Local Copy
Purge Local Copy

Cut
Copy
F Delete
— Modify... e
Documert Properie  modify Linear Attributes. .. o Prevlew | Dependency Viewer |

Modify Spatial Attributes. ..
Add Comment

cet Property value
end T Projectwise_Project_Request_Form.pdf
end o Projectwise_Project_Reguest_Form
: : istTo
e /T Attributes 120_Contractor_Submittals (PDF)
8/30/2011 2:20:06 PM

Edit attributes for multiple documents

Set Final Status
Batch Print »| Remove Final Status

Figure 70 - Changing the State

Click OK when the comment window opens up and the documents state will change.

0 Let | @ Geospatial|

Label {User Defined) Sub Category Description Description Discpline | Main Category | 5ub Category| | State Crez
/-2 04 -RW 101 Cales Plans_12 - WDP Structures Item # 0601651A - Retaining Wall 101 Calaulations 8/31/2 :24:32PM C CON REVIEW
/ '2 04 -RW 101 Plans Flans, WD uct. Revised Item # 0601651A Retaining Wal 101 Plans "M C CON REVIEW
P 04-5truct, Steelsite 1-Calc WD Perm. Str. Revised Projectwise_Project_Request_Form 8/30/2011 2:24:57PM C CON REVIEW

The state has /

been changed

Figure 71 - State has been Changed

65



Issued 1-2012

Section4 Contract Plan and
Specifications Revisions (Addenda,
Design Initiated Change Order and
As-Builts)

4.1 Addenda

Contract plans that are revised or added due to addenda shall be submitted in digitally signed PDF
discipline subsets containing only the changed sheets. The first sheet of each addendum subsets
shall be digitally signed in a digital signature place holder, that is placed in Microstation as
described in Section 2.0 of this manual, DO NOT ADD a cover sheet. Once digitally signed the
addendum subsets shall be submitted, to the CTDOT, using Projectwise as described in Section
3.0 of this manual.

Addenda sheets from different subsets cannot be combined and submitted as one subset, they
must be submitted per their respected subsets.

The discipline Addenda subsets shall be attributed as follows, when uploaded into Projectwise

(See Section 3.0): The addenda subset shall have the same label as the original final plan subset

with the addition of (_A##) added to the end, where the ## equals the addenda number. The sub-

category attribute shall be ADP and ACD if the ADP plans are revised. See example below:
PROJECTWISE LABEL

Original Discipline Subset: 04_Traffic

Addenda Discipline Subset: 04 Traffic_AO1
2nd Addenda 04_Traffic_A02
6th Addenda 04_Traffic_A06

The contract sheets (previously submitted final plans or earlier addenda plans), being revised by
addenda shall NOT be modified except; the Engineer of Record shall place an addenda stamp on
the affected sheets using Adobe Acrobat. This addenda stamp crosses out the entire sheet with a
red X and adds the following note; "THIS SHEET REPLACED BY ADDENDUM NO."Y";
where "Y" equals the addendum number. This stamp is placed over digital signatures therefore;
removal of the signatures is not required prior to placing the addenda stamp. For this process see
Section 4.4. The stamps shall not be placed on the affected sheets until the addendum is
approved for advertising.

WARNING — When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in the 02_Revisions subset(s) shall be managed by the
project manager for all addenda, and submitted as described in Section 4.3.1. This subset must be
updated for each addendum.

A watermark of the signer’s signature; signature only for (CTDOT), or PE Stamp for
(Consultants) shall be placed on all added or revised sheets. See Section 2.2

4.1.1 Revised Plans - Addenda

A note shall be placed, directly above the bottom right hand corner of the title block, on the
replacement sheets stating “ADDENDUM NO. “Y”, where “Y” equals the addenda humber.
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Sheet numbers for revised plans shall be as follows:
Original Final Plan Sheet;

Original: 02.25
Addenda 1: 02.25.A1

Previous Addenda Sheet;

Original: 02.25.A2
Addenda 4: 02.25.A4

For revised sheets the drawing numbers shall not be modified.

The revision block, located on the revised sheets, shall be completed as follows: A numbered
triangle (revision number) will be placed within the clouded (changed) area and a like numbered
triangle will be placed in the revision block, accompanied by a description of the revision itself.
The revision number is specific to a particular sheet, and increases in consecutive order per
revision and per addenda. If a sheet is changed for the first time under addenda five the revision
number is 1 NOT 5. If it is changed again under addenda 7 the revision number becomes 2.

If a sheet requires further revisions by a subsequent addendum, the addendum shall be prepared,
as detailed above. The previously revised sheet shall now be stamped using Adobe Acrobat after
addendum approval, see Section 4.4.

Note: When preparing an Addendum that will change quantities on a project that
includes a "'Detailed Estimate Sheet", never revise the "'Detailed Estimate Sheet." A
"Detailed Estimate Sheet™ is never included in an addendum. Also, the ""Quantities' box
shown on the General Plan sheet for any structure is never to be revised.

4.1.2 New Sheets - Addenda

Changes that require a new sheet(s) to be added to a discipline subset shall be formatted in one of
two ways, as follows:

1. If the new sheet does not have to be placed in a specific location within the discipline
subset, the new sheet shall be placed last, and numbered sequentially from the last sheet
of the discipline subset. The total number of sheets noted on the project plans and
discipline subsets stays the same. A note shall be placed on the new sheet stating, "NEW
SHEET ADDED BY ADDENDUM NO."Y", where "Y" equals the addendum number.
This note shall be located directly above the right hand corner of the title block. The
revision block on the added sheet, shall not be filled out.

2. If the designer determines that the new sheet must go in a specific location within the
discipline subset, the new sheet number shall be the number of the previous sheet
followed by -1.A#, where # is the Addendum Number. For example, if the new sheet
must be placed in a discipline subset right after sheet 02.57, the new sheet shall be
numbered 02.57-1.A1, if an additional sheet needs to be added, in this case it would be
02.57-2.A1. The total number of sheets noted on the project plans stays the same. A
note shall be placed on the new sheet stating, "NEW SHEET ADDED BY ADDENDUM
NO."Y", where "Y" equals the addendum number. This note shall be located directly
above the right hand corner of the title block.

67



Issued 1-2012

When adding a new sheet a new drawing number is also required. As with the sheet
number the drawing number of the new sheet shall be the drawing number of the
previous sheet plus a decimal and the sheet count. For example, if the new drawing must
be placed in the project plans right after drawing number S-5, the drawing number shall
be S-5-1.

Added sheet numbers, inserted NOT added to the end of Subset, shall be as follows:
Original Final Plan Sheet;

Original: 04.31
Addenda 3: 04.31-1.A3

Previous Addenda - Revised Sheet;

Original: 03.24.A1
Addenda 4: 03.24-1.A4

Previous Addenda - Revised Sheet;

Original: 05.14-1.A1
Addenda 2: 05.14-1.A2

Previous Addenda - Added Sheet;

Original: 05.14-1.A1
Addenda 2: 05.14-2.A2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the
previous sheet number plus .A#, where # equals the addenda number.

Original Final Plan Sheet;

Original Last Sheet: 04.31
Addenda 3: 04.32.A3

4.1.3 Adding New Subset - Addenda

The new subset shall be submitted by an Addendum and be prepared the same way as an FDP
discipline subset, with the addition of an A# in the sheet numbers and a note shall be placed,
directly above the right hand corner of the title block, on the sheets stating “ NEW SHEET
ADDED BY ADDENDUM NO. “Y”, where “Y” equals the addenda number. The label attribute
on the new subset shall contain an “_A##”. The first sheet of a new subset to the contract will be
a subset cover sheet and contain an index of drawings.

4.1.4 Voiding Sheets

Sheets submitted within final design plan subsets and addenda subsets shall NOT be deleted; but
shall voided by the engineer of record with an addenda stamp, using Adobe Acrobat or Bluebeam.
This addenda stamp crosses out the entire sheet with a red X and adds the following note;
"VOIDED BY ADDENDUM NO.”Y"; where "Y" equals the addendum number. See Section 4.4
This stamp is placed when the Addendum is approved for advertising.
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4.1.5 Addenda Plans Workflow

Table 4-1 Contract Processing Addenda File Workflow for Contract Drawings below shows how
addenda subsets are delivered and processed for advertisement.

Table 4-1 Contract Processing Addenda File Workflow for Contract Drawings

Addendum Plans

Step Group Responsibilities of Group
1 Designer -Submits ADP subsets into the 100_Contract Plans folder.
Processing . - . ;
(CTDOT) | - Changes document to the Processing State and digitally mark up with comments and save. Keep ADP Plans in the
Processing State. If there are no comments proceed to step 7.
2
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change subsets to reflect comments made by Processing
3 Designer
- Submits ACD Subsets
Processing | - Changes ACD subsets to Processing state
(Eulev) - Perform a document compare on the ADP and ACD plans using Bluebeam.
. - Digitally markup ACD subsets with comments. If there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change subsets to reflect comments made by Processing on ACD Plans
5 Designer
- Submits ACD2 Subsets.
- Change ACD2 Subsets to Processing state
Processing
(CTDOT) | - Perform a document compare on the ACD and ACD2 plans using Bluebeam.
g - Digitally markup ACD2 subsets with comments. If there are no comments proceed to step 7.
- Create a comment report of these comments and save on your computers desktop. Then upload and attribute this
report correctly into the 240_Contract_Development folder. Notify the designer when this is finished.
- Change the Sub Category Attribute of the approved subset from ACD(1,2..etc.) plans to ADP plans
Processing
(CTDOT) - Copy the CTCode and make the document and file name the CTCode. Make sure the file name has a “.pdf” on the
end.
- Change discipline subsets to the Advertise State.
7 -Delete all previous versions of plans, ADP, ACD, ACD2, etc.

-Keep Comment reports in 240_Contract_Development folder for records if necessary
- Formally notify Contracts when all subset have been approved for Advertising

- Notify the designer that the plans are going to be advertised and they can put the addenda stamps on the affected
sheets.
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4.1.6 Addenda Specifications

Contract Specifications that are revised or added due to addenda shall be submitted digitally in
accordance with section 3.2.5.

4.2 Design Initiated Change Order (DCO)

Design Initiated Change Orders (DCO) are construction order requests in which the designer alters
the original contract plans, by revisions to existing sheets, the addition of a new sheet, or the deletion
of an existing sheet, and submits these changes to the Office of Construction for their use.

The creation and management of DCO’s shall be as specified in this section.

Contract plans changed or added due to DCO’s shall be submitted in a digitally signed PDF
discipline subsets containing only the added or changed sheets. The first sheet of each DCO
subset shall be digitally signed in a digital signature place holder, that is placed in Microstation as
described in Section 2.0 of this manual, DO NOT ADD a cover sheet. Once digitally signed the
DCO subsets shall be submitted, to the CTDOT, using Projectwise as described in Section 3.0 of
this manual.

DCO sheets from different subsets cannot be combined and submitted as one subset.

The discipline DCO subsets shall be coded as follows, when uploaded into Projectwise (See
Section 3.0): The DCO subset shall have the same name as the original final plan subset with the
addition of (_C###) added to the end, where the ### equals the DCO number. The sub-category
attribute shall be DCO (Design Initiated Change Order) See Examples below:

PROJECTWISE LABEL

Original Discipline Subset: 04_Traffic

DCO Discipline Subset: 04_Traffic_C001
6th DCO 04_Traffic_C006
Original Addenda Subset: 04_Traffic_AO3
DCO Discipline Subset: 04 Traffic_C001
3“DCO 04 Traffic_C003

The contract sheets (previously submitted final plans, addenda plans, or DCO plans), being
revised by DCO shall NOT be modified except; the Engineer of record shall place a DCO stamp
on the revised sheets using Adobe Acrobat. This digital DCO stamp crosses out the entire sheet
with a red X and adds the following note; "THIS SHEET REPLACED BY DESIGN
CONSTRUCTION ORDER REQUEST NO."Y" —mm/dd/yy; where "Y" equals the addendum
number. This stamp is placed over digital signatures therefore; removal of the signatures is not
required prior to placing stamp. For this process see Section 4.4 stamps will placed after DCO is
submitted to Construction.

WARNING — When placing the stamps, removing the digital signature is not allowed.

The Index of Revisions Sheet(s) located in the 02_Revisions subset shall be updated by the
project manager for all DCO, and submitted as described in Section 4.3.2.

A watermark of the signer’s signature, signature only for (CTDOT), or PE Stamp for
(Consultants) shall be placed on all DCO sheets. See Section 2.2
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4.2.1 Revised Sheets - DCO

A note shall be placed, directly above the right hand corner of the title block, on the replacement
sheets stating “DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy, where “Y”
equals the Design Initiated Change Order number.

Sheet numbers for revised plans shall be as follows:

Original Final Plan Sheet;

Original: 02.25
DCO 1: 02.25.C1
Previous Addenda Sheet;
Original: 02.25.A2
DCO 4: 02.25.C4

Previous DCOR Sheet;

Original: 02.25.C2
DCO 4: 02.25.C4

Previous DCOR Sheet;

Original: 02.25.C2
DCO 4: 02.25.C10

Drawing numbers shall not be modified on revised sheets.

Approval blocks on all new sheets shall be watermarked with a signature (CTDOT) or PE Stamp
(Consultant) and the first sheet of the subset shall be digitally signed in accordance with Section 2
of this document.

4.2.2 New Sheets - DCO

Changes that require new sheet(s) to be added to a discipline subset shall be formatted in one of
two ways, as follows:

1.

If the new sheet does not have to be placed in a specific location within a discipline
subset, the new sheet shall be numbered sequentially from the last sheet of the discipline
subset. The total number of sheets noted on the project plans and discipline subsets stays
the same. A note shall be placed on the new sheet stating, “NEW SHEET ADDED BY
DESIGN INITIATED CHANGE ORDER NO. Y — mm/dd/yy” where “mm/dd/yy”
equals the month, day and year the change order request was submitted. This note shall
be located directly above the title block.

If the designer determines that the new sheet belongs in a specific location within a
discipline subset, the new sheet number shall be the number of the sheet it most closely
relates to followed by (-1.C#). For example, if the new drawing should reside in the
03_Highway discipline subset right after sheet 03.57, the new sheet shall be numbered
03.57-1.C#.

The total number of sheets noted on the project plans stays the same. A note shall be
placed on the new sheet stating, “NEW SHEET ADDED BY DESIGN INITIATED
CHANGE ORDER NO. Y — mm/dd/yy” where “mm/dd/yy” equals the month, day and
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year the change order request was submitted. This note shall be located directly above
the bottom right hand corner of the title block.

When adding a new sheet a new drawing number is also required. The drawing humber
of the new sheet shall be the drawing number of the sheet it most closely relates to
followed by (-#). For example, if the new drawing must be placed in the project plans
right after drawing number HWY-10, the drawing number shall be HWY-10-1.

Added sheet numbers, to a specific location, shall be as follows:
Original Final Plan Sheet;

Original: 04.31
DCO 3: 04.31-1.C3

Previous Addenda - Revised Sheet;

Original: 03.24.A1 Original: 02.45.C1
DCO 4: 03.24-1.C4 DCO 2: 02.45.C2

Previous Addenda - Added Sheet;

Original: 05.14-1A1 Original: 02.45-1.C1
DCO 2: 05.14-2.C2 DCO 2: 02.45-2.C2

If adding sheets to the end of a subset, the new sheet number shall be a continuation of the
previous sheet number plus C#., where # equals the Design Construction Order Request number.

Original Final Sheet

Original Last Sheet: 04.35
DCO 4: 04.36.C4

4.2.3 New Subset - DCO

The new subset shall be submitted by DCO and be prepared the same way as an FDP discipline
subset, with the addition of an C# in the sheet numbers and a note shall be placed, directly above
the right hand corner of the title block, on the replacement sheets stating “NEW SHEET ADDED
BY DESIGN INITIATED CHANGE ORDER NO. “Y” — mm/dd/yy, where “Y” equals the
Design Initiated Change Order number. The label attribute shall contain “ C##”. The first sheet
of a new subset to the contract will be a subset cover sheet and contain an index of drawings.

4.2.4 VVoided Sheets

Sheets submitted within final design plan subsets, addenda subsets, or design construction order
request subsets shall NOT be deleted; but shall be voided by the engineer of record, with a DCO
stamp using Adobe Acrobat or Bluebeam. This DCO stamp crosses out the entire sheet with a red
X and adds the following note; "VOIDED BY DESIGN INTIATED CHANGE ORDER NO. Y —
mm/dd/yy; where "Y" equals the addendum number. See Section 4.4 This stamp is placed when
the Addendum is submitted to Processing.

4.2.5 DCO Specifications
The Designer shall submit DCO specifications into Projectwise following section 3.2.5.

Specifications shall be created in accordance with the Departments policies and procedures for
Contract Development. The Engineer shall also combine all specifications into (1) PDF
document and upload that into the 110_Contract Specifications (PDF) folder.
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4.3 02_Revisions Subset

Each project has a 02_Revisions subset and this subset only contains the, “Index of Revisions
Sheet(s)”. These revision sheets are used for tracking all sheet changes due to addenda (ADP)
and Design Initiated Change Order (DCO) with respect to the entire project. The 02_Revisions
subset starts out as a place holder in the project. The figure below is an example of a blank
02_Revisions subset:

3 E [REV DATE [= 12|
z DESCRIPTION BY o | SHEET No. | o w|D|E|E

[REV

] DATE
DESCRIPTION B [1a| SMEET Mo | G205

E DESCRIPTION

REV]

[FEV =
o.| SHEET Wo. [ 200 1EHE

T REHABILITATION OF o TOLLAND
STATE OF CONNECTICUT @ OFFICE OF ENGINEERING BRIDGE NO. 00840

ROUTE 74 OVER I-84

e

DEPARTMENT OF TATION o SHEET

Figure 72 - Blank 02-Revisions Subset
ADDENDA:

When the project requires an Addendum, the Project Designer must record these changes on a
NEW 02_Revisions_A## subset, where A## equals the Addendum ##. New 02-Revisions
subsets shall contain all previous Addendum information. For example, Addendum 4 shall
include all changes made from Addendums 1, 2, 3 and 4.

DESIGN INITIATED CHANGE ORDER:

When a project requires a Design Initiated Change Order (DCO), the following process shall be
followed:

For the first DCO, the Project Designer will prepare a NEW 02_Revisions_DCO subset. For
each subsequent DCO, the Project Designer will AMMEND the previous 02_Revisions_DCO
subset. 02_Revisions_DCO subsets shall always contain all previous Addendum information and
the new DCO information. For example, when DCO #1 is prepared, the 02_Revision_DCO
subset shall include all Addendum information as well as the changes made for DCO #1.

The following figures are an example of the “Index of Revisions Sheet(s)”” completed up to
Addendum #3:
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Detail A from figure 1 shows the information typed in for a change to the contract plans. The

Figure 73 - Index of Revisions Sheet

project designer inputs the Addendum or DCO number, the sheet number, the date, a description
of the change, the person who made the change, and checks the appropriate box for: new sheet
added, revised sheet or deleted sheet.

i
RV T o, | AT, § FE DESCRIPTION ] No.| M
01.01.003A1 01726/11 v ENTIRE SHEET REPLACED Al | 0308
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A1 | 01.01.005A1 01728/11 v ENTIRE SHEET REPLACED A1l [03.08.
01.01.006A1 01728/11 v ENTIRE SHEET REPLACED b
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Al | 01.01.010A1 01726/11 v ENTIRE SHEET REPLACED JES Al | 04080
Al |D1.01.011A1 012811 Vv ENTIRE SHEET REPLACED JES A1l |D4.004
A1 | 01.01.012A1 01f28/11 < ENTIRE SHEET REPLACED - n JES Al |D4.090
Al | 01.01.013A1 01/2E8/11 + ENTIRE SHEET REPLACED DETAI‘L HEs ALl |D4.09.0
Al | 01.01.014A1 01/26/11 'l ENTIRE SHEET REPLACED JES ALl | D4.090
AL | 04090
Al | 0102.001A1 01726/11 v ENTIRE SHEET REPLACED JES ALl | 04090
Al | D408
A1 | 01.03.005A1 01728/11 v ENTIRE SHEET REPLACED JES ALl |D4.09.4
A1 | 01.03.006A1 01728/11 v ENTIRE SHEET REPLACED JES Al |D4.090
ie [nanamanas Eep v Eurrinc cumoT nom acEn == o Tmaan

Detail B from figure 1 shows the

Figure 74 - Detail
title block information.
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4.3.1 02_Revisions Subset Workflow - Addenda

Each time an addendum is issued, the “Index of Revisions sheet” must be updated by the Project
Designer as follows:

1. The user will export/download the latest 02_Revisions subset out of Projectwise to their
local computer.

2. With your digital signature USB key inserted within the USB, right click on the Signature
Box and select Clear Signature as shown below:

E——
/\ PROJECT 1

LTI e
S . liam S. Pratt

Validate Signature

CuUT

View Signed Yersion

RTATIO Compare Signed Yersion ko Current Yersion 1 ;
ol n
Shaw Signature Properties. ..
Legal Matice... 38 _04’00'
RB-01.dgn e
lin <

Figure 76 Clearing the Digital Signaturé
Enter the information into form fields as described in section 4.3.4.

4. Add note “ADDENDUM NO. Y” in the bottom right hand corner of the sheet above the
title block, where Y = the Addendum number.

5. Add new revision sheet each time previous sheet becomes full. Add note “NEW SHEET
ADDED BY ADDENDUM NO. “Y”, where “Y” equals the addenda number. Follow
section 4.3.3 of this document.

6. When finished sign using a certifying signature as shown in Section 2.6.2
7. Upload the document into Projectwise.

8. Attribute the subset: Main Category = CON, Sub-Category = ADP, Label =
02_Revisions_A##

9. Make the Document name and File name match the CTCode attribute. Make sure the file
name has a “.pdf” at the end.

10. Make the document description 02_Revisions_A#.

11. Place addendum stamp on original 02_Revisions subset in accordance with section 4.4.

4.3.2 02_Revisions Subset Workflow - DCO

Preparing the 02_Revision subset for the first DCO the designer shall follow the workflow for
preparing the addendum 02_Revision subset, see section 4.3.1 amended as follows:
Step 4 becomes: Add note “DESIGN INITIATED CHANGE ORDER NO. Y —
mm/dd/yy” in the bottom right hand corner.
Step 8 becomes: attribute the subset: Main Category = CON, Sub-Category = DCO,
Label = 02_Revisions_DCO.
Step 10 becomes: Make the document description 02_Revisions_DCO.
Step 11 becomes: Place the DCO stamp on the latest Addendum subset in accordance
with section 4.4.
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The following workflow shall be used by the Project Manager for AMMENDING the
02_Revisions_DCO subset. In this workflow the user edits the subset in Projectwise, they do not

have to export the document out:
1. Check out the 02_Revisions_DCO subset from Projectwise.
2. Follow steps 2 through 7 from section 4.3.1 amended as follows:

a. Instep 4 add note “DESIGN INITIATED CHANGE ORDER NO. Y -

mm/dd/yy”
b. Instep 5 add note “NEW SHEET ADDED BY DESIGN INITIATED CHANGE

ORDER NO. Y — mm/dd/yy”
c. Instep 7 “Check In” the document into Projectwise

4.3.3 Adding a New Revisions Sheet to the 02_Revisions
Subset

4.3.3.1 Adobe Adding New Revisions Sheet

This section shall be used when a new sheet is to be added to the 02_Revisions Subset
(Addendum and DCO)

See Section 1.4 step 16 for link to “Index of Revisions Sheet”

1. Inthe open Index of Revisions sheet select, File>Print.
2. Choose the Adobe PDF printer and select OK as shown below:
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Print X
Printer
A

Name: | \\SDCDBS32\PH3SHWO7 ( v

Status: \,\,DDT—EDCENGDE\,QHSENGD1_D|:E_TDS_?D omments and Forms:
\\DOT-SDCENGO2\QH3ENG02_Oce_ColorWav

Type:  [\\DOT-SDCENGO2\QH3ENGO3_HP_CP6015XH ocument M |
\\DOT-SDCENGO2\QH3ENGO4_HP_8550

Print Rana{\\DOT-SDCENGO2\QH3ENGOS_HP_1055CM Prégiew: Composite

& Al [\\DOT-SDCENGO2\QH3ENGO7_HP_8150

O Curren \\dot-sdceng02\QHAROW01_Oce_PlotWave_3 Select the Adobe PDF

Vdot-sdcengd2\QHA4TRADL_Oce_TDS_700 -
_|\isD1DBS02\QD15URD1 Printer
Wed1dgs0141055CM Windows
= |WSDCDBS30PH3ISHWOS K 12

i L

WSDCDBS32\MH3ENGD
Subset:  |\\SDCDBSI2YMH3SHWO 1 f
) WSDCDBS32\PH3ENGD 1 ‘
SEVEVERCDES 32\PHISHWOS

Page Hasd Bt T P GG 7
M, 2 ciobe FOF

Bluebeam ror

Microsoft Office Document Image Writer

Page Scal|Microsoft XPS Document Writer

PrimoPDF

AutoSragits

Choose paper source by PDF page size

Select "OK"

Document: 33.0 x dir

Print to fi
D i s Paper: 12.0 x 18.

11 '

[Prinﬁng'ﬁps] [ Advanced ] [Summarize Comments OK “‘[ Cancel ]

Figure 77 - Selecting the PDF Printer

[ ]Print color as bladk

3. Select OK and save this new document on your computer. Include “(Cleared Forms)” in
the file name as shown below.
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Save PDF File As

Savein: | @ Desktop @| ...) ? £ [E-
[f:in Documents [Cworkfows EProjecbmise for P
i My Computer [C)working Folder -E,Publishing Micros
Recent LMy Network Places -?' 01.02_Revisions-1_A3.pdf -?' RFI Workflow.
Iy 2] ]
Documents | (501 - Standard Roadway 501.02_Revisions-1a_A3.pdf % Section 4 of Digit
- 0302 - Standard Traffic =%101.02_Revisions-2_A3.pdf ™) Structural Subse
L (0303 - Standard Streetscape =000 1.pdf =\ Uploading Specs.
= =
Deskiop [C3)133-221 ORIGINAL DCD = 02-Revisions_DCOR.pdf
| Bridge Internet -E.Addenda, COR, and as Builts Workflow- Draft.pdf
— [T Camtasia Workflows ﬁCreating Documents in Projectwise. pdf
:) () Clear Comments -ECTDCIT Contracts Workflow . pdf
My [I]ocuments |5 Comment Reports -E,DigiiBIProject Development Manual . pdf
[C)CTDOT _Projects T Generating eAlerts Workflow.pdf
il
[C3)CTDOT _va_Workspaces = HW_FP_0092_0619_Val_1_CG.pdf
E’ (Cimic -EMJC_Wabermark.pdf
. [CMICSTUFF | Processing Workflow.pdf
mputer
(_. 1l ] l.
—
g File name: ﬁm_ﬂemmons-1_meamd F::n'ns}.pdf_) hd | Save
My Network Save as type: | PDFfiles *.FDF) w | Cancel )

Figure 78 - Saving Cleared Form Fields Document
Document will open automatically and will no longer have active form fields.
4. Close the cleared form document once inspected for lack of form fields.

The cleared form document must now be inserted into the original document that contains the
active form fields. See step 5.

5. Go to Document > Insert Pages>From File. Browse to file, select correct file and click
select. Follow the figure below:

Select File To Insert

Look in: |@Desklop V| 'J _IF E® -

I wWorkflows @Processing Workflow, pdf
j = @Projectwise for Processing.pdf
My Recert 5| 01,02_Revisions-1_A3(Cleared Forms).pdf @Publishing Microstation.pdf
Documents = 01.02_Revieons 1 As.par -ERFI Workflow. pdf
- 01.02_Revisions-1a_A3.pdf X Section 4 of Digital Submission Doy
F =101.02_Revisions-2_A3.pdf 2 structural Subset.pdf
Desktop ﬁﬂﬂﬂl.pdf @Uploading Specs. into Projectwise
= 02-Revisions_DCOR. pdf i
- @Addenda, COR, and as Builts Workflow- Draft.pdf SEIECt approprlale ﬁle
") ﬁCreah’ng Documents in Projectwise. pdf
! -_ﬁCTDDT Contracts Workflow.pdf
My Documerts | | &= - :
- |DigitalProject Development Manual.pr& B " " Type: Adobe Acrobat Document
@Generah’ng ehlerts Workflow.pdf IH:k SEIEGt File Size: 75 KB
e = Modified:3/4/2011 9: 15 AM
8’ | HW_FP_0092_0619_Vol_1_CG.pdf
by Cor @MJC_Wabermark.de
mputer
< | > Settings...
—
File name: |ﬂ'| 02_Revisions-1_A3(Cleared Forms).pdf v | Select J
My Network Files of type: |Adobe PDF Files {*pdf) L | Cancel J

Figure 79 - Inserting a Page
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The following dialog opens up.
6. Ensure location is set to “before” and click OK as shown below

nsert Pages ﬂ

leared Forms). pdf . Insert this page
& "before" the existing

page.

Insert File: 01.02_Revig]

Page
() First
O Last

(%) Page: 1 of 1 /

Co Dl o]
—

= Click OK

Figure 80 - Inserting a Page Before

7. Next clear the information in the form fields located on the now second sheet. See figure
below:

)2_Revisions-1_A3.pdf - Adobe Acrobat Pro
t View Document Comments Egelgut

H H |_—'| % [ start Form Wizard...

[=7 Add or Edit Fields. .. shift+Ctrl+7

Tools Advanced Window Help

H ? Create = I@ Combine = @ = H} Secure * / Sign * For
On the second page of the PDF
g'g tB Eorms aﬂd SEIEGt "GIBEF

E [ Distribute Form...

7] Compile Returned Forms...

Please fil out the following form. If

Manage Form Data 4
5 Track Forms...

v |E] Highlight Fields
Clear Form 0| DESCRIPTION BY RNE:' SHEET No, | it ; o

QuickBooks LIS ENTIRE SHEET REPLACED Jes A1 |03.08.00301 01/28/11 v ENTIRE SH
v ENTIRE SHEET REPLACED JES A1 |o3.08.00741 L2811 ¥ ENTIRE SH
AL | 01.01.00581 D1/2E/11 v ENTIRE SHEET REPLACED JES a1 0008 19041 012811 ¥ ENTIRE SH

A1 | 010100681 01/28/11 v ENTIRE SHEET REPLACED Jes
AL | 010100741 01/28/11 v ENTIRE SMEET REPLACED JEs a1 |os.09.00200 01/28/11 I ENTIRE SH
Al | 010100841 01/28/11 v ENTIRE SHEET REPLACED JES A1 [04.09.00781 0172811 v ENTIRE SH
AL | 01.01.00941 D1/28/11 v ENTIRE SHEET REPLACED ES Al [04.09.04781 0172811 v ENTIRE SH
Al | 01.01.01041 01/28/11 v ENTIRE SHEET REPLACED JES Al [04.09.08301 0128/11 V [ENTIRE SH
a1 | 010101181 01/28/11 I ENTIRE SMEET REPLACED Jes a1 4,08 084801 01/28/11 I ENTIRE SH
Al | 010101281 01/28/11 < ENTIRE SHEET REPLACED ses a1 [os.09.086m1 o1/28/11 I ENTIRE SH
AL |01.01.013a1 DL/2E(11 v ENTIRE SHEET REPLACED ES Al |04.09.09341 017211 ¥ [ENTIRE SH
AL | 010101481 D1/28/11 v ENTIRE SHEET REPLACED JES A1 |04.09.09481 D1/28/11 I ENTIRE SH
Al |04.09.09581 01728411 ¥ ENTIRE SH
Al | 010200141 01728/11 v ENTIRE SHEET REPLACED JES Al [04.09.09641 0128/11 v ENTIRE SH
A1 |04.09.00701 01/28/11 < ENTIRE SH
AL | 01.03.008A1 01/28/11 s ENTIRE SMEET REPLACED Jes A1 |04.00.00881 01/28/11 I ENTIRE SH
AL | 01.03.00681 0172811 v ENTIRE SHEET REPLACED 1ES a1 [os.09.099a1 o1/2/11 V ENTIRE SH
A1 | 01.03.04301 01/28/11 v ENTIRE SHEET REPLACED JES A1 [04.09.20081 01/2811 ' ENTIRE SH

Figure 81 - Clearing Forms

After forms are cleared. Record the new addendum/DCO information.

9. Fill in title block information by copying the information on page 1 of this pdf document
and paste it in the forms on page two.

10. Clear the signature field on the second sheet of this document and create a signature field
on the first sheet of this document.

11. After all the Addendum/DCO information is inserted, place the water mark on page two
of the document and update the page number.

12. Follow section 4.3.1 or section 4.3.2 where applicable to complete the 02_Revisions

Subset.

8.

4.3.3.2 Bluebeam - Adding New Revisions
Sheet

Download a new “Index of Revisions sheet” from Section 1.4 step 16.
2. Insert the new sheet into the existing 02-Revisions subset. Update the title block
information and update the sheet accordingly.

=
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4.3.4 Filling Out Revision
To fill out a form field simply click on the box

Index Sheet
and begin typing. The first column is the

Addendum or Design Initiated Change Order. The second column is the revised or new sheet

number. The third column is the date, followed

by a brief description that is similar to the

description on the actual sheet being revised. Finally click in the appropriate check box per row to
describe the action taken, new sheet, revised sheet, or sheet deleted. Note: The Engineer is not

required to input changes numerically by Sheet
Addendum in the eleventh hour, it can be place
Revisions Subset”.

No. If another changed sheet is added to an
d at the bottom of the list on the “Index of

REV. DATE |2 |> |4 R
No.| SHEET No. | gons @@ @ DESCRIPTION BY |}
Addenda a1\ 02.06.00341 01/01/11 v REMOVED DETAIL MIC
\A Al ||03.05.001A1 01/01/11 v J|DELETED sHEET MIC
A2 Joa.05.003a2 oy20/11 | | v | AlBEARING DETAILS MIC
#2/| 02.06.003-142 ozoi1t [v)] ABUTMENT DETAILS MIC
7N 04.01.026c1 02/15/11 | & (/) WINGWALL DETAILS MIC
| cz Jo3.04.055-1c2 03/02/11 ALL 101 DETAILS MIC
b \
Design Initiated \ Deleted Sheet
Change Order Revised Sheet
New sheet

Figure 82 Modifying the

4.4 Placing Stamps on A
Deleted Sheets

A digital stamp that crosses out the entire sheet

“Index of Revisions Subset”

ffected Sheets - Revised, or

shall be place on digital contract sheets that are

affected by Addenda or Design Initiated Change Order. The stamp shall be placed using Adobe
Acrobat Custom Stamps tools or Bluebeam Stamp tools. In addition to crossing out the sheet this
stamp includes an area for the note. The note shall describe the action responsible for the revision.

See section 7.3 for PDF stamps.

WARNING — When placing the stamps, removing the digital signature is not allowed.

Table 4-1 below lists the notes that shall be used for addenda, construction order requests, and as
built notes. These notes should be used in conjunction with the cross-out stamp.

Table 4-1 Modifications to Existing Sheets by Addendum, Construction Orders and As-Builts

Addendum Notes

Description of Use

THIS SHEET REPLACED BY ADDENDUM NO. Y

The revised sheet is considered to replace, in
total, the original sheet.

VOIDED BY ADDENDUM NO. Y

Sheet is voided by Addendum.

Design Initiated Change Order Notes

Description of Use

THIS SHEET REPLACED BY DESIGN INITIATED
CHANGE ORDER NO. Y - mm/dd/yy

Used for revisions to existing sheets. Changes
must be noted only on the revised sheet.

VOIDED BY DESIGN INITIATED CHANGE
ORDER NO. Y - mm/dd/yy

Use this for voiding of existing sheets.
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4.5 As-Builts

As stated in CTDOT’s Construction Manual chapter 1-313 “Final Revisions of Plans and Cross
Sections (As-Builts)”, it is the responsibility of either the Contracting Engineers (Consultant
Inspection) or State Forces (Office of Construction) to perform final revisions of Contract Plans
(As-Builts). Chapter 1-313 shall be followed amended by the following:

The PDF Contract Plans (Including all Addenda and Construction Orders) shall be accessed using
Projectwise and the As-Built information placed directly on the Contract PDF files. The Adobe
Acrobat or Bluebeam Commenting Tools shall be used to perform this procedure. Also
appropriate stamp(s) must be placed on all sheets. Download the stamp files from section 7.3.

When a new sheet is required to accommodate an As-Built, the procedure shall follow the same
procedures as section 4.2 Design Initiated Change Orders except the notes would state for As-
Built purposes. See Table 4-1 Modifications to Existing Sheets by Addendum, Construction
Orders and As-Builts.

The following workflow outlines the procedures for placing As-Builts on digitally signed plans:
As-Built Workflow
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Section 5 Usability of Digital Projects
This section contains information about viewing digital contract documents.

5.1 Structure of Digital Plans

Final Design Plans, Addendums, and Design Initiated Change Orders

The contract plans are split up into discipline subsets, which are multiple sheet PDF documents
digitally signed by the Designer. Addendums and Change Orders are also submitted as discipline
subset, with only the changed sheets. For example, an Addendum that affects the 03-Bridge
Subset will require the submission of a 03-Bridge_A1 subset.

Digital Plans are located in the 100_Contract_Plans folder in Projectwise. Below is an example

of a project’s discipline subsets in Projectwise:

ProjectWise _Admin\User Admin Areas\Calkins\0123-0145Y100_Contract_Plans (PDF)Y

A List |y Geospatial
Label (User Defined)
& ) 01-General
# "L 02-Revisions
& T 02-Revisions_A1
& | 02-Revisions_A2
& | 02-Revisions_DIC
. 03-Bridge
#2103 Eridge_A1
" 03-Bridge_C1
T 041Ms
T 04IM5_A2
# L 05-Traffic
& | 05Traffic_C2
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Description
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02_Revisions
02-Revisions_A1
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CTDOT_Highway_STD
CTDOT _Traffic_STD

Figure 85 - Discipline Subsets in Projectwise

The figure above shows a project that includes multiple Addendums and Change Orders.

As-Built’s

As-built’s will be placed directly on the PDF Subsets using Adobe. This will be done by the
inspector after the project has been completed.
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5.2 Functionality of PDF Digital Plans

The PDF digital plans have the following functions when the digital contract plans are created in
accordance with this manual:

Turn levels on and off

Search for all text on the documents.

PDF plans are measurable

5.2.1 Digital Plans Levels

The plans have the ability to have their levels turned off and on. This can allow for easier
viewing of the contract sheets. See below for turning levels on and off:

CT Tools

9 Certified by Joseph C. Cancelliere <joseph.canceliere@ct.gov >, State of Connecticut, certificate issued by GlobalSign CA for Adobe,

0085 0141 58 Generalfian.odf /

» _0141_SB_GeneralPlan.dgn<CT_Arc
References \\/ —
Levels -\___\_-,_,_,

CT_Approval_Block

Turn offlevels by
tooglipng the"eye" |
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ct_Bdr_Txt_Titleblock
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100 ¥R FLOOD
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CT_Disclaimer_Text 3
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TO BE REMOVE
b
.
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4 o . .
CT_Locked P e e
/ LA M. \ T
CT_5Scale_as_Noted /’ S Y S
- o Sl [y
120" t, AFPROXIMATE LIMITS e /
OF EXISTING STOME MASOMRY —
RETAINTNG WAL D BE REMOVED 7] "~
) —
] [ ,E— = \
7l / =2
P .
//\ gl

- ! | ':.

. ST

X ¢ N / I —
I %/ Ni"'"‘ ! T~ ———

f Detail Title Text 4 \ —1 -

i

/I
-

=b_Dimension Lines

sb_Existing Concrete
sb_Existing Structural Steel

1E-1175"

sb_Miscellaneous Concrete

sb_Stem Concrete
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I § AT, 32

Text B+50

Images
0085 0141 S8 TERSLayout.pdf iy
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Figure 86 - Turning Levels On and Off
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5.2.2 Searching Digital Plans

The plans can be searched for any text located on them. This can be useful if searching for a
certain pay item.

See below for searching the PDF Plans for text.

B CT CON_FDP_0085-0141_04_Structures.pdf - Adobe Acrobat Pro

File (N=:i#¥ Jpw Document Comments Forms Tools Advanced Window Help

I 49 Undo ctrl+z
— & Redo shift+Ctrl+2

Copy File to Clipboard

Select Al

Check Spelling

warjt to searchf}}vﬁhis (0)4

Search
Search Results

AFPRONIMATE LOC!
100 ¥R FLOOD

Preferences... EXISTING UTILITY F
CONCEANING THIS

"\ SHEET SUBSET,

CT_Dimensions
CT_Disclaimer_Text
CT_Graphics

EXISTING

CT_List_of_Drawings_Hwy hS SPILLWAY

o
CT_Locked P
CT_Scale_as_Noted //
CT_Signature_Field_CTDOT vyl -
.|.7I|'. t, EI??R:?KIMATF .I'VHT‘% '\\h_\‘

CT_State_of_Connecticut_Text RETATNING. WALl D 85 AEMAVER T
CT_Title_Block_Linework Af’
CT_Title_Block_Text =5 |

s ol
Reference Object e \ A5
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sb_Detail Text
sb_Detail Title Text

1®]®]®]®] ®]®][®] ®] ®] ®] 8] ®] ®] 8]

,
1V

Figure 87 - Searching for Text in PDF Plans
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5.2.3 Measuring on the Digital Plans
The plans have the ability to be measured in PDF. This is helpful because a paper set does not

need to be created for on desk measuring.

See below for measuring in PDF.

i CT_CON_FDP_0085-0141_04_Structures.pdf - Adobe Acrobat Pro
4 Tools b vanced Window Help

% Comment & Markup Y & . ﬁ Create = E@ Combine
b

Select & Zoom
L OO 7 \lishow-

~ Sticky Note @ Text Edits - é M Advanced Editing L4
T v \

File Edit View Document Comments For

CT Tools -
Analysis i"] Object Data Tool
- o N .
‘ﬂ Certified by Joseph C. Cancelliere <joseph. — «” Measuring Todl Adabe.,
T L Customize Toolbars. .. -2 kit Sl
III "7  ConnDOT Tools » Show Analysis Toolbar |
{ r T
I J
4 ! /\ ~
| i = - " —
i I = ——
f ; S e -;,/_f\_,T .
[ b = "-L (5] — —— X
| -"'-:‘H“-“"'w___‘_
| M‘”‘"\-\-:-‘h‘“
I| ! — 4--...____‘
4 — -
— .-F“““--._-m-‘—‘—“--_ -h‘_"“‘--.._ __"_"--.:“-"“"-._ —_—— e = J"j’ 4
Figure 88 - Measuring Tool in Adobe
[ | 1 1 —
-
Analysis * /
= i J jﬂ
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62-814" 30'-334"

Figure 89 - Measuring Tool in Adobe
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5.3 Digital Specification Package
The FDP specification package will be one PDF document and located in the

110_Contract_Specifications folder. This package includes all specifications, Notice to
Contractors, Wage information, etc.

The Addendum specifications prepared in the same way as the FDP specification package and
will also be located in the 110 _Contract Specifications folder.

The Design Initiated Change Order specifications will be contained in one PDF document located
in the 110_Contract Specifications folder when they are released to the Contractor.

Some useful features on the digital specification package are:
e Search for any text in the document, see section 5.2.2.
e Bookmarks for each section in the specification package

B 01_0138-0221_FS_Contract Specs.pdf - Adobe Acrobat Pro

File Edit View Document Comments Forms Tools Advanced Window Help

E [ﬁ I_;I ‘% f1401 Ik \‘\_I? "‘g e & ' :ﬂ: j Create - @ Combine ~ @' H} - fsign' |§| Fe
cros Ca—

Bookmarks
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Figure 90 - Bookmarks in the Spec. Package
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Section 6 Contractor Submittals

This section is in development:

The following link is the Contractor Submittal workflow:

Section 7 Digital Review and
Commenting

This section is in development.

This section details the procedure for digital review and commenting on pdf documents, this
includes preliminary design, working drawing, shop drawing reviews, and other contractor
submittals. Also included in this section are the stamps that are applied to working drawing and
shop drawing.

7.1 Digital Review

This section is in development.
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7.2 Commenting Tools

7.2.1 Bluebeam
The following figures show the commenting tools in Bluebeam.

ORTATION

1M/RTE-34
;T E-2

”I

Tl
X7 g 5
(S ~r

2N

T
[LocaTion oF  PRoJECT]
2004 SFECFICATIONS FORM 295 INCLUDNG SUPPLIMENTS DATED TOWH NO. 92
ALY g007
CORMECTICUT HICHWAY DESICH MANUAL (1039} PROJECT MO, 819
POUCY O OEQUETRC DESGN OF MGHWAYS MD STREETS (W41
HOREONTAL COMTRCL 15 BASED ON W.AD. 1985
AL ELEVATIONS O THS PROJECT BASED O H.AVD. OF 1588
FUNCTIONAL CLASSIFICATION: PRINCIPAL URBAN ARTERIAL FREEWAY
DESIGH SPEED: { I-95 MAINLINE ) 90 KPH
CONMECTICUT DEPARTMENT OF TRAMSPORTATION BISOING ARD OTHIR [HFORMATION
AND DODUMENTS WHICH ARE DETAIMED THROUGH THE INTERWET. WORLD WIDE WER
SITES R OTHER SOURCES ARE WOT 10 BE COWSTRLED TO BE OFF ICIAL [HFORWATION
o w FOR TME PURPOSES OF BIDOING O COMDUCTING OTMER DUSTHESS WITH THE DDFARTWENT.
M IT 15 Tei RESPOMSIBILITY OF DacW BIDODA AMD ALL OTHER INTERESTED FARTIES To
] OOTATH ALL DIDDTHG FELATED THFORMATION AND COCUMEWTS FROM OFFICIAL SOURCES
[ WITHIN THE DEF&RTGEMT.
3ived ANDVOR EWTITIES WHICH FEFRODUCE WAKE SUCH ITWFORMAT
Wi AVATLASLE BY ANY MEANS ARE WOT AUTHORIZED &Y THE DEPARTMENT T0 DO S0 ARD WAY
e DE LIMBLE FOR CLATUS RESULTING FROM THE DISSEMIRATION OF UROFFICIAL.
o e THEOMPLETE ARD/OR IMACCURATE IMFORMATION.
1] A2
L L]
i s METRIC PROJECT
A
20
v
o DECEMBER 19, 2007
ST
e
WARYER LT ALS IS Bt 8y STHIRS OESGHED @
BETALS GOBC AT SGM BovE “'-W:"‘
RO RANCHERHOFE CONDLTRG [HGREIET
LA LT L3 ETALED CSTRATE SAO0T (BCENNT WAHAGDMINT SYSTEM
[L==<08
4G5 FOR DWDED MGHWATS [uuse mpv vBa ARCREDLOGTAL SCSOURDE BVESTICATIONS SLRWTY
T (T MELNT O [MVROHMUDNTAL CONCDNM PLANE
YT T (e
oy [urFem i aemd
HAHHEL PR TIOH [ #CF 5% 2 AL & DEPASTMENT OF TEMGFORTATION
GRS PLENS D DETALS FEDERAL FIGHWAY AOUHISTRATION
TRNTIC BOUL FLANS 0 DETALS
Liisuscn FLe A 0ETLE J—
e — [

89



Issued 1-2012

VR BOLS™
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List and Settings for Commenting Tools

A. Text- All text shall be the color “Red” and the text for a general note shall be verdana
size 12. The text for the X’d out Addendum and Change Order sheets, shall be verdana
bold size 26. See below for details.

;‘5\ Text Box Properties

* (General

Author: |Mathew Calkins
Subject: | Text Box |

EL. 7.532 A

(%]

Modified: 10132011 10:50:53 AM
[ ] Lock 0) Replies

* Appearance
Color:
Fill Celor:
Opacity: |% 10
Fill Opacity: |5

& y  Line Widh:

Style:
End:

£ ém

Font: | Verdana w |-\
Font Size: |12 v|

Line Space:

4

@!*

Margin:

:EK_'A Text Color:

Alignment:
) = Fant Style:

Typewriter — The text color shall be “Red” and Verdana size 12
Note — Use Default Settings
Flag — Use Default Settings
Pen — Use Default Settings
Highlight — Use Default Settings
Eraser — Use Default Settings
Line — Color = Red and line width = 3.00
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I

Adjust these
properties

Arrow — Color = Red and line width = 3.00
Arc — Color = Red and line width = 3.00
Polyline — Color = Red and line width = 3.00

Callout — Adjust the properties as shown below:

.',j Callout Properties

¥ General

Author: |

Subject: |Callout |

Modified: 100142011 7:12:57 AM

[ Lock 0} Replies

Calor: E]
Fill Coler: [
Opacity: |4 100
Fill Opacity: | % 100
p| Line viidth:
swie
ce
Font: | Verdana V|
Font Size: |2D v|
Line Space:
Margin:
Text Color: E]
Alignment: |EE|§ EE
Faont Style: B '.‘ u F

Width: [ ] Inches
Height: l:l Inches

+ Options
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M. Dimension — Adjust as shown below and click “Set as Default”

DAl (T

. Dimension Properties

» General

Author: |

After you adjust the
properties, select
this to dimension

Subject: | Dimension

Modified: 10/14/2011 7:27:05 AM m
Lock [0) Replies |-

* Appearance

Color: E]
Fill Color: [
Adjust properties —g| | o=l ™
and set as default linewidix [ 300

» Style:
Start: | d——

Show Caption
Font: | Verdana v|

Font Size: |E w |
Text Color: [i]

Foisvie: B/ U F §' S,

- (Options

=

(| Setas Default .

Box - Color = Red and line width = 3.00
Circle - Color = Red and line width = 3.00
Polygon - Color = Red and line width = 3.00
Cloud - Color = Red and line width = 3.00

Picture — Use default settings.

DO DO Z
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7.2.2 Adobe Acrobat
The following figures show the commenting tools in Adobe.

Open the pdf you wish to markup. If the Comment & Markup tools are not available in your
menu bar go to:
Tools>Comment & Markup>Show Comment and Markup Toolbar:

Fie Edt View Document (Jools DWindow Help
= Q- sy et

Select & Zoom P E Text Edis »
‘ﬁ Cextifled by WBam Bl Typewriter »  Stemes >

] Highlight Text Toot
1] Underline Text Tool
#%] Cross Out Text Tool
Z£2 Artach a Fle a5 & Comment
&~ Record Audio Comment
&% Paste Cipboard Image a5 Stamp Tool
A, Calout Tool
= | Text Box Tool
> Clogyd Tool
M Arrow Tool
/7~ Line Tool
[C] Rectangle Tool
) Oyal Took
¢ Polygon Line Tool
© Polygon Tool
_” pendil Tool
# Pencll Erager Tool

" Show »

Note: In order for the Commenting tools to be available, the Extend Features in Adobe Reader
must have been enabled in the original pdf using Adobe Pro. If the commenting tools are not
vavailable, please contact the owner of the document.

The default Comment and Markup Toolbar contains the following tools:
Comment & Markup *

= | Sticky Nete @’E_]Texteunsv %v {?Tl\ IFE ? f /! ? ? { ‘wif_IiléShOW'

1|\ E C G K L M
Comment & Markup toolbar and settings:
A. Sticky Note tool — use default settings

B. Text Edits tool — use default settings

C. Stamp tool and menu — use default settings
D. Highlight Text tool — use default settings
E. Callout tool — Verdana 12pt

F. Text Box tool- Verdana 12pt

G. Cloud tool — Weight = 2pt

H. Arrow tool- Weight = 2pt

I. Line tool- Weight = 2pt

J. Rectangle tool- Weight = 2pt

K. Oval tool — Weight = 2pt

L. Pencil tool- Weight = 2pt

M. Show menu
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7.3 Digital Stamps

Stamps must be created for the watermark of the Engineer of Record’s signature and stamps that
are applied to sheets affected by Addendums and Design Initiated Change Orders, Working
drawings, Shop drawings, Facilities submissions, and As-builts.

Note: If using Adobe, a stamp of the watermark is not required, this step is only for Bluebeam
users.

7.3.1 Bluebeam Stamps

CTDOT users do not need create the Watermark stamp of the Principal Engineer, they are located
on the X: drive is this location: X:\V8_Admin\Bluebeam Stamps\(Specific Discipline). Browse
to the correct discipline folder as shown in section 7.3.1.2. Also located in this folder for CTDOT
staff is the stamps for Working Drawings, Shop Drawings, and the Addendum or Change order
cross out stamp.

7.3.1.1 Creating Bluebeam Watermark Stamp

The watermark in Bluebeam is placed using the stamp function. The first time you will need to
create your stamp.
1. First go to Markup>Stamp> Create Stamp.

l§| File Edit View Docum:nt Markup Window  Help

‘h=m"= Q& i AN BTN i e AR

Y P

Z | dl| 4 == i : Start Wi 0619_CH.pdf*
OO, g 34-

Highlight

Erager shift+E

shift-+alt+R

EVESITN CESCHIFTION

§
5

shift-+J

HEHE
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H E

shift+C

i

shift+N

Q

!|§E§§
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EEE

|E|E ] i
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|

Shift+1
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| |
O
[
*»
™
™

Chift

.arr||:- 3 m
Y

File Attachment F
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Figure 91 - Creating a Stamp
2. In the stamp editor click on add image:
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Bluebeam Stamp Editor - Untitled
File Edit View Help

Aw = [ SEEY = ~ N A

—
Hatten | Preview | Element Type |

Figure 92 - Stamp Editor

3. Browse out to the graphic signature you created in Section 2.2 and follow the figure
below:

Import Image

Stepl: Choose Image File
File: | di\Documents and Settings\CalkinsMI\Desktop\MIC_Watermark.tiff |

Figure 93 - Creating a Stamp
4. Save your stamp in a folder on your computer and close the stamp editor.

5. Now in Bluebeam go to Markup>Stamp>Change Stamp Folder. Browse to the folder

you saved your stamp in. After this your stamp will be available when you click
Markup>Stamp:
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Window  Help

A 5 P ¢

B Typ writer

Mote
Flag
fﬂ:
i : 3 T ADDENDUM NO. 3 =
6/5/08 ADDENDUM NO. 3 -
IR 6/5/08 wwL  |apoenoum wo. 3 -
Eraser Shift+E 6/5/08 HWL ADDENDUM NO, 3 %
6/5/08 HwwL  |ancenoum wo. 3 e
Review Te x shift+Alt+R AND SEC A-A 6/5/08 FB ADDENDUM NO. 3 BET=)
e n AND SEC A-t 6/5/08 PE  |ADDENDUM NO. 3 3291
AND SEC A-f 6/5/08 PE  |aDDENDUM NO. 3 329-2
Squiggly Shift+J D CASE COLUMN /5/08 N ADDENDUM KO, 3 329-3
Strikethroug | 3 AND GRADING 9/24/08 HWL CO - 5/24/08 320-4
AMD GRADING 9/24/08 HWL €O - 5/24/08 329-5
Line o/24/08 HWL CO - 5/24/08 | st
Arrow . 9/24/08 HuiL co - 9/24/08 ::E:
AMD GRADING 9/24/08 HWL €0 - 9/24/08 —
Arc pe ovERLAR 9/24/08 HWWL £ - 9/24/08 ::E;
AMD GRADING 9/24/08 HWWL ©O - 9/24/08 ol
9/24/08 HWL CO - 9/24/08 3351
Callout Q 9/24/08 HWL €0 - 9/24/08 P
Dimension NOTE 9/24/08 HWL €0 - 9/24/08 206-1
C DRAFTING 9/24/08 HWL ©O - 9/24/08 4921
Rectangle 1 TE34 PYMNT MARK | 9/24/08 HWL CO - 9/24/08 452-2
Blipse GN AND TEMP GRA | 9/24/08 HWL €O - 9/24/08 :’:‘;1
PUMNT MARK 9/24/08 HWL €O - 5/24/08
PUMNT MARK 9/24/08 HWL CO - 5/24/08 L
- PUMNT MARK 5/24/08 HWL O - 9/24/08 ;?321
PUMNT MARK 9/24/08 HWL o0 - 8/24/08 e
Image... DOT COMMENT 9/24/08 HWL 0 - 5/24/08
. _ AMD GRADING 9/24/08 HWL €O - 5/24/08
Image from Scanner... Shift+ T TR e TOZe/0E —
DOT COMMENT 9/24/08 HWL 0 - 5/24/08
CO - 9/24/08
g St = 0 - 9/24/08
File Attachment O - 9/24/08
Matt's Watermark.brx 0 - 9/24/08
€0 - 9/24/08 S

Create Stamp...

NOT TO SCALE

Figure 94 — Watermark

7.3.1.2 Stamps

Consultants can download the Bluebeam stamp files from this link: CTDOT Stamps for
Bluebeam. This stamp file contains all the stamps needed.

Note: CTDOT users do not need to download the stamps, they are located on the X:
drive is this locations: X:\V8_Admin\Bluebeam Stamps\(Specific Discipline). Browse to
the correct discipline folder as shown below.

These stamps need to be downloaded into a folder anywhere on the user’s computer; there is not a

default location. The first time a user places a stamp they will need to browse out to the folder
they downloaded the stamps into, as shown below:
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12.79% [

1]

F DECK

6"6"

DECK PLAN
SCALE: 14"=1'-0"

AR, SEE
= SHEET

Consultants are required to edit all of these stamps to include the Consultant Name and address.
Below is an example of a Shop Drawing and Working Drawing Review Stamps:

APPROVED REVIEWED
AS No Comments
NOTED
By: Mathew Calkins By: Mathew Calkins
Date: 10/17/2011 Date: 10/17/2011

mpany Nam Company Name
Company Name Company Address

Company Address

Each user should adjust their user preferences so their name is applied to the stamp as shown
above. To do this go to Edit>Preferences, then go to “General” and type your name in the User:

line.
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When an addendum or design intitated change order are submitted, the sheets affected must get
crossed out with the apporiate note placed on them. Follow this workflow:

1. Place the Addendum and Changer Order Stamp.

2. Then using the “Text” comment tool shown in section 7.2.1 to place the notes required in
section 4.4.

3. Then select flatten markups by selecting Document>Flatten Markups. Keep the default
settings and select flatten.

7.3.2 Adobe Stamps
The following stamp files need to be downloaded to the user’s computer and placed in this folder:

C:\Documents and Settings\Usen\Application Data\Adobe\Acrobat\8.0\Stamps\. CTDOT users
shall download this file to the same location as above but instead of the C:\ it will be in D:\. With
the “User” folder being the current user’s login Username. If Acrobat version 9 is being used,
replace 8.0 with 9.0 in the previous sentence.

Stamp Files

CTDOT _Plan_Stamp.pdf this is for the crossing out sheets due to Addendum and Change Orders.

Contractor Submittal Stamps

Shop Drawing Stamps
Working Drawing Stamps
Facilities Stamps

These stamps will need to be updated with the consultant’s information.
As-Built Stamps

As-Built stamps.pdf
Construction started and completed dates.pdf
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The figure below is an example of placing the crossed out sheet stamp:

wls  Advanced  Window  Help

' — - #
its- gmE A = 5 © # O O 7 Wisow-
oot CTDOT _STAMPS ™
Dy niannic » % -
Sign Here 4
] Standard Business L4 —
[++] &ddendurn_and_CCSEamp
Eawarites —
E) W] [ eatiayout [
T
Form a Create Custam Stamp... d it ko your recipients.
— Manage Stamps...
f Show Stamps Palette “ N Ec I ICUT
Ff % 1 A TR AFER T A T oA RS A A e

Place stamp in correct location, then fill in the dialog box with the correct text as required. If a
mistake has been made, right click, delete and place again. After stamp is located correctly, right-
click stamp, and select properties. From Stamp Properties dialog, select “Locked”.
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